
DOCUMENT RESUME

ED 087 505 JC 740 070

AUTHOR Wiley, Stanley Eugene
TITLE A Comprehensive Job Placement Program for the

Community College.
PUB DATE Aug 72
NOTE 158p.; M.A. Thesis, Newark State College

EDRS PRICE MF-$0.65 HC-$6.58
DESCRIPTORS College Students; *Community Colleges; Employment

Programs; *Job Application; Job Placement; Masters
Theses; Post Secondary Education; *Program
Evaluation; Questionnaires; Seminars; *Student
Employment; *Student Personnel Services

IDENTIFIERS *Middlesex County College

ABSTRACT
A description is given of all phases of the 1971-72

Job Placement Program at Middlexes County College, Edison, New
Jersey. Primary emphasis is given to the program phase known as
"Employment Preparation" which provided senior job seekers with
specific job-search preparation prior to the Spring 1972 On-Campus
Recruitment program in which 49 companies were represented.
Employment preparation involved students in seminars covering mock
interviews with industrial personnel representatives, instructions
and guidance in preparing a "personal inventory" and an employment
objective, development of a well-written resume, and other job search
techniques. Alumni of each terminal curriculum, except health
technologies, took part in one seminar session. An evaluation of the
"Employment Preparation" phase was sought through a questionnaire
designed by the author, and the results are reported in this study.
Conclusions are that the community college graduate who is seeking
full-time employment needs assistance in preparing for a successful
job search. This assistance is best provided by the Placement Office
staff, with the cooperation and assistance of the faculty. Seniors
participating in the "Employment Preparation" phase were more
successful in gaining employment commensurate with their preparation
than were the students who chose to by-pass the opportunity. Where
seniors had strong faculty support through the placement preparation
process, they tended to be among the most successful in gaining
adequate employment. The study attributes the high level of placement
success to the "Employment Preparation" phase. (Author/DB)



sp

Uf DEPARTMENT OF HEI.LfM.
EDUCATION & vicomn
NATIONAL INSTITUTE OF

EDUCA1ION
THIS CTOCuMEN1 HAS PEEN REPRO
ouCto EXACTLY AS RECEIVED FROM
THE ',FAWN ON ORGANIZATION ORIGIN
MING IT POINTS°, VIEW OR OPINIONS
STATED 00 NOT NECESSARILY Ii(Pf4E
SENT Or t IC,AL NATIONAL INSTITUTFOi
EDUCATION POSITION OR pout.,

A COMPREHENSIVE JOB PLACEMENT PROGRAM

FOR THE COMMUNITY COLLEGE

Presented to

Dr. Ruth E. Ward

Newark State College

g) In Partial Fulfillment

(:) of the Requirements for the Degree

Master of Arts in Education

111.
A -.6

by

Stanley Eugene Wiley

August 1972 4,



"A COMPREHENSIVE JOB PLACEMENT PROGRAM
FOR THE COMMUNITY COLLEGE"

BY

Stanley Eugene Wiley

A thesis presented to the Student Personnel Services faculty
of Newar,c State College in partial fulfillment of the require-
ments for the degree of Master of Arts in Education. August
19720 153 pages including Appendixes.

CONTENT. A description of all phases of the 1971-72 Job
Placement Program at Middlesex County College, Edison, New
Jersey. Primary emphasis is given to the program phase known
as "Employment Preparation" whict. provided senior job-seekers
with specific job-search preparation prior to the Spring 1972
On-Campus Recruitment program in which 49 companies were
represented. Employment preparation involved students in
seminars covering mock interviews with industrial personnel
representatives, instructions sane guidance in preparing a
"personal inventory" and an employment objective, develop-
ment of a well-written re'sume', ard other job search techn:.ques.
Alumni of each terminal curricultm, except health technologies,
took part in one seminar session.

An evaluation of the Employment Preparation phase ww;
sought through a questionnaire &signed by the author and
the results are reported in this study.

CON
full-tim
successf
by the P
assistan
Employme
employme
dents wh
had stro
process
gaining
level of
develope
this com
comprehe

31.USIONS. The community college graduate seeking
employment needs assistance in preparing for a

al job search. This assistance is best provided
lacement Office staff, with the cooperation and
ze of the faculty. Senicrs participating in the
at Preparation phase were more successful in gain:.ng
at commensurate with their preparation than the s:u-
o chose to by-pass the opportunity. Where senior.;
ag faculty support through the placement preparation
they tended to be among the most successful in
adequate employment. The study attributes the hi.311
placement success of the 1972 graduates to the wel-
d "Employment Preparation" phase, which qualifies
nunity college placement program as being uniquel:,
nsive.

ii



TABLE OF CONTENTS

Page
ABSTRACT ii

LIST OF TABLES vii

Chapter

I. INTRODUCING THE STUDY

The Problem 1

Purpose of the Study 1

Significance of the Study 2

Definition of Terms

Assumptions and Limitations 3

Method of the Study 5

II. SURVEY OF LITERATURE 6

The Setting For Placement in the
Community College V 6

The Community College Idea and the
Community 6

The Community College Student .. 9

The Student Personnel Frogram 12

The Community College and Placement 13

THE PLACEMENT PROCESS 17

Services to Students and Alumni ..... 17

Services to Employers 0 0 0 0 0 0 o 20

Placement and Career Development . 23

the Placement Counselor 27

Facilities 14,04000 29

Follow-Up and Research . OOOOOOO

iii



Chapter

N LV

Palm

JOB PLACEMENT PREPARATION BB

PLACEMENT TOMORROW Sit

III. THE PLACEMENT PROGRAM AT .MIDDLESEX
COUNTY COLLEGE 40,

AN OVERVIEW OF THE COLLEG1 40

The Curricula 41

The Student Population 42

The Student Personnel Program ..... a 4E.

The Placement Function 50

YHE PLACEMENT PROCESS--1971-72 52

Services to Employers 52

Involvement of Alumni aid Faculty 54

Placement and Career Development ' 56

Facilities 57

Follow-Up 58

IV. YHE JOB PLACEMENT PREPARk:ION PHASE , 61

The Design 62

Plan for Employment Preparation Seminars 62

A. Preparation of Seminar Leaders 0 0 63

B. Promoting the Prosram 64

C. Presentation by M. Ray Ziegler . 64

D. Seminar Sess5.on I - Self-Appraisal. 66

E. Seminar Session I: - The CurrentJob
Market 68

F. Seminar Session ICI - Job Hunting
Skills and Tech.iiques 010 0 0 69



17

Chapter Page

On-Campus Recruitment 70

MEASURING THE EFFECTIVENESS OF PLACEMENT
PREPARATION 80

The Questionnaire 80

Number of Responses 82

Curricula Represented by Respondents . 0 82

Response to Mr. Ziegler's Presentation . 0 85

Evaluation of Session Ole 86

Evaluation of Session Two 8";

Evaluation of Session Tiree 87

Suggestions For Improvilg Future Seminars 88

PROJECTED CHANGES IN THE 'LACEMENT PREPARATION
PHASE 90

Freshman Placement Orieltation Seminar . 90

Alumni Seminar 91

Interviewing Techniques Seminar 91

Job Hunting Techniques seminar 92

Rationale For Changes in the Preparation
Phase 93

Changes In On-Campus Recruitment 94

V. EUMMARY AND CONCLUSIONS . 0 0 6 0 0 96

Placement Preparation Is the Key 0 0 0 96

Employer Relations Must be Cultivated 0 0 0 99

Measuring The Results of Placement 0 0 99

A Final Comment. OOOOOOOOOOOOO 100

BIBLIOGRAPHY 102



vi

Page

APPENDIXES
*A. Placement Services Reported By the

New Jersey Community (County) Colleges in 1972 . o L08

B. Sample Letter of Invitation to Employers,
Employer Reply Form and Letter of Confirmation,
Ctrriculum Descriptions for On-Campus
Recruitment Program 000000........112

* C. Summary of Information About the Job Search Process
Utilized by Ray A. Ziegler . . OOOOO 0 0 0 121

D. Handouts Distributed to Students During the 1972
Employment Preparation Seminars 0 0 0 0 0 1.25

*E. Ccmpanies Participating in 1972 On-Campus
Recruitment and College Interview Form . . . :.60

*Appendices deleted due to marginal reproducibility.



1

LIST OF TABLES

Table Page

1 Full-time Enrollment at Middlesex
County College -- 1971 -72 43

2 P':ofile of Middlesex County College Students--

Reported Feb. 14, 19720 0 OOOOOOO 0 43-44

3 Ccmparison of General Profiles-- Classes of 1970,
1971, 1972,--M. C. C 47

4 Or:- Campus Recruitment--197:' 72

5 Starting Salaries for 1972 Middlesex County
College Graduates . . . , 74

6 1972 On-Campus Recruitment at Middlesex County
College . 75-"6

7 Conparison of General Profiles, Class of 1971
and Class of 1972 1 .,. 79

8 Largest Responses on Questionnaire By
lurriculum 83

9 General Profile--Class of 1972 84

vii



CHAPTER I

INTRODUCING THE STUDY

The Problem

The function of job placement has a significant place

in the community college. This is so because many of the

curricula of the two-year college are job-oriented. Hence,

the goal of most students in those curricula is full-time

employment after graduation. During the past few years

there has been an increasing shortage of jobs in many de-

sirable fields. Thus, the task of placement of college

graduates has become increasingly difficult.

The problem, therefore, is for the community college

to develop a comprehensive job placement program as a key

part of its Studeht Personnel Services. This study will

attempt to show that a vital part of such a program is the

phase which prepares a student to be an effective job seeker.

Purpose of the

The writer plans to provide a succinct summary of each

phase of the comprehensive job placement program conducted

at Middlesex County College, Edison, New Jersey, during the

1971-1972 academic year. As in previous years, the apex

of the placement program was to be the Spring on-campus

recruitment program for seniors. Those responsible for
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developing the job placement program were convinced that a

stronger job placement preparation effort should be mounted

before the on-campus interviewing to assure that student'

job-seekers would be well prepared to put their best foot

forward. Therefore, this study will include a detailed

examination of the "Job Placement Preparation" phase as its

primary purpose.

Significance of the Study

Middlesex Ccunty College in Edison, New Jersey expects

to graduate about 600 students in 1972. Between 225 and 275

of these seniors are seeking full-time employment in which

they can utilize the skills they have developed. Most of

these students will come from fifteen terminal curricula.

The fact that the community college movement is quite

young in New Jersey, combined with the reality that approl.-

imately 3570 to 40% of the graduates of Middlesex County

College .n 1972 seek full-time employment, places consider-

able res»onsibility./Upon the counseling services to develcp

a creatiiie approach to job placement. This involves con-

fronting, among other forces of resistance, the negative

attitude of many employers toward hiring the two-year

college nraduate. Research indicates that there is little

information about innovative and successful approaches to

job placement in the community college. This probably dot.ls

not mean that such creative programs are non-existent.

Rather, Lt surely means that they are so ne,7 that little
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has thus far been published abbut them. It is also true

that man/ community college placement programs are modeleu

after su:cessful four-year college placement programs. The

writer f.:els fortunate to have been closely involved with

the program described herein which was tailored to the needs

of the students in New Jersey's largest community college,

It is my belief and hope that other community college

placement administrators and counselors can be aided by the

present study.

Definition of Terms

Placement - a service involving the counseling of

persons seeking employment, with the goal of

assisting those persons in securing satisfactory

location in a job of their choice.

Community College - the public-supported two-year

college for commuting part-time or full-time

students.

Assumptions and Limitations

The principle assumption of b:his study is that the

phase of placement known as "Job 21acement Preparation"

provided an important needed serv..ce for prospective

graduates to help assure their employment. This assumptions

is to be measured objectively and subjectively. Further

evaluation of the total job placement program by the

counseling staff at Middlesex CountyCollege will be
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includel. In addition, all other New Jersey community

college placement coordinators were surveyed to learn of

features of their programs for purpose of comparison.

It is further assumed that two key factors in developing

a notew3rthy placement program Ere the competency of the job

placement coordinator and the support given by the college

administration and faculty. The writer assumes that the

strong Leadership of Mr. John Herrling, Job Placement

Counselor at Middlesex County Ccllege, as well as supporc of

his eff)rts by his faculty colleagues, have contributed

significantly to a strong placement program. The writer

acknowl2dges the opportunity to have been involved at several

points in the job placement program, including the conducting

of some seminar sessions on preparation for job placemenr.

Appreciation is expressed to Mr. Herrling, as well as to

Mr. William H. Lindemann, Jr., Eirector of Counseling, and

other mambers of the counseling staff at Middlesex County

College. Their guidance and support have been invaluable:

to the writer during his counseling internship.

Linitations of the present study are basically thren

in numba.r. One is the difficulty of adequately measuring

success of the "Job Placement Preparation" seminars. There

are man; factors which determine the success of an indiv:.dual

in securing the right job for him. The present study dOT.s

not include a longitudinal study of student success. A.

second limitation is the experimental nature of the program,
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which scmetimes means that a par:icular aspect of one yearts

program is dropped because it seems to be unsuccessful.

This ma) happen without adequate evaluation or a second

trial. Thirdly, research of other job placement programs

in the community college has produced only limited infor-

mation co use in comparing the placement program at

Middlesex County College with °tiler placement programs.

Method cf the Study

Several methods were utilized by the writer in the

course cf studying the Job Placei.ient Program at Middlesex

County College. One was direct participation in several

parts of the program. A second method used was that of

interviewing the Job Placement Counselor and his Technical

Assistart to gain additional information and evaluation.

A third method utilized to complete the study was the

questiornaire developed by the writer for seeking evaluation

from the student participants in the Job Placement Prepara-

tion?? seminars. Also, a telephone survey of other New Jersey

community college placement coordinators was utilized.

Finally, printed information utiLized by the Placement

Counselor has been studied, and the writer has appended

that which seems most useful in illustrating specific

phases of the program.
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CHAPTER II

SURVEY OF LITERATURE

THE SETTING FOR PLACEMENT IN THE
COMMUNITY COLLEGE

The Comnunity College Idea and tIle Community

A look at the job placement function within the studant

personnel services of the community college should begin

with an understanding of the nature and philosophy of the

two-year public-supported college. This is so because thi

rapid proliferation of these institutions in recent years

suggests their unique function within higher education.

The importance of a post-secondary education to prepare a

person for a meaningful job and future in American societj

is part of the very fabric of our culture today. However,

there is a growing viewpoint which questions the necessit

for every person seeking certain occupational skills to

complete four years of college. Increasing demand for spec-

ialization in many occupational areas dictates skill trailing

which is not available in four-year colleges offering jus:

the liberal arts education. Technical education has

gained in importance during the past two decades in this

country as more educators have accepted the assertion of

the*National Advisory Council on Vocational Educatioein a

1968 report. The Council discussed the stigma that occupa-

6
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tional .raining formerly elicited, saying: "At the heart

of our problem is a national attitude that says vocational

education is for somebody else's children.... We (Americans)

have promoted the idea that the only good education is an

education capped by four years of college. This idea... is

snobbish, undemocratic, and a revelation of why schools

fail so many students."1

Ou society strongly encourages universal post-second-

ary formal education to aid youth in developing their mat-

urity ai:d intelligence. As John W. Gardner says:

Our deepest convictions impel us to foster individ-
ual fulfillment. We wish each one to achieve the pro-
mise that is in him. We wish each one to be worthy Df
a free society and capable of strengthening a free
society. Education is essential not only to individ-
ual fulfillment but to the vitality of our national
life.2

To say that "education is essential", however, is no:

to say that education is accessible to all of our nation?;

youth. k college education was, in fact, untouchable by

most of our so-called "average" youth prior to the coming

of the community college because of the high cost and the

1Quoted by Dennis Weintraub,'"College and a Job: Ca)ise
and Effect?", (Garden City, N.Y.: Newsday, April 12, 1972,
p. 90A.

2Sohn W. Gardner, "National Goals in Education," Ch. 3
in Goals For Americans: Programs for Action in the Sixties-
President's Commission on National Goals, (Englewood Cliffs,
N.J.: Prentice-Hall, Inc., 1960), p. 372, as quoted by
William T.McGlone and Kenneth J. Gedzinsky in An Analysis
For A Student Personnel Model in Two Year Institutions of
Higher Education Making The Open Admissions Policy Viable
(Unpubltshed course paper, The Pennsylvania State University,
August 1971), p. 1.
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selective admissions criteriaof the four-year colleges.

Now the public-supported community college with its varied

curricular offerings and open-door admissions policy is

established in New Jersey and seeks to serve the community

and its residents who desire post-secondary education.

Reaching out into the county, which is its geographicl

community, the community college seeks to maximize the

availability of higher education to all citizens. The goal

of the community college is "to break from tradition and

somehow in a more democratized manner provide a quality

educaticn for all so desiring and take each at the level

he is at now."3 This places a particular responsibility

upon the community college located in an urban area as

suggested by a 1964 special report.

The democratic ideal of equal educational opporta-,
niey will become sheer mockery if educational instit%-
tions continue to turn thei/ backs on the poor and the
deprived who are massed togEther in our urban slums.
The community college is faced with the duty and the
chaLlenge and the opportunity to revitalize the econ
omy with productive urban wage earners and to revita.-
ize each individual with sore sense of human worth
and dignity.4

It is important to note, then, that the community

college is the institutional outgrowth of a particular

philosophy of higher education which accepts a wide range

of students continuing their education on a part-time or

3McGlone and Gedzinsky, op.zit., p. 2.

4Stanford University Community College Planning Center,
Community Colleges in Urban Settings, (Stanford, Californf.a:
Stanforc University Press, 1964), p. 17, as' quoted in
McGlone and Gedzinsky, op. cit., p. 3.
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full-time basis in an appropriate curriculum at a cost

which thay can manage through personal resources or finan-

cial aid. This institution, acccrding toEdmund Gleazer, will

draw upon the history, traditions, personnel problems, assets

and liabilities Of the community and on the basis of this

declare its role and find this accepted and understood by

faculty, administration, students and the community at-

large.5 This is an important point to keep in mind in

looking at the job placement service in the community

college which seeks to put graduates of the College in touch

with nealby companies offering jogs.

The Community College Student

It is naturally most important for the community college

to know the students it is called upon to educate. Here it

would be well to describe the corrnunity college student in

terms of various studies. In so doing one. is cautioned to

realize that due to their diversiLy of needs, tastes, tal-

ents, goals and other traits, it almost impossible to

characterize the "average" student who chooses such a colnge.

The description which follows is a composite based on

findings of recent research on the community college studeAt.

5Edmund J. Gleazer, A New Social Invention: The Commun-
ity College, (Washington, D.C.: American Association of
Junior CoLleges, 1960), p.l.
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The community college student can be described in

these ways:

a) He is on the average, less academically able e.nd
less highly motivated than his peers at four-year
colleges.°

b) He is, on the average, more practically oriented,
possessing a wider "spread" in achieve-mgnt than the
students entering four-year colleges.'''

c) He is facing the most ckitical period of his life
in terms of vocational choice.'

d) He is likely to come from a lower socioeconomic
background than his peer at the four-year institution,
and he probably comes from a family whose occupg49ns
demE.nded special skills but no college degree."'"

e) He is quite likely to drop-out of the two-year
pros,ram rather than persist until graduation, which nay
mean he will transfer to an1othqr institution or return
to the same college later.2,13

6The Two-Year College And Its Students: An.Empirical
ReoortTTIowa City, Iowa: The American College Testing
Program, Inc., 1969), p. 103.

7Ibid, p. 104.

8Noreen A. Smith and Mary E. Lyon, "High School Seniors:
A Junior College or a Four-Year College?" (The Journal of
College Fersonnel, March 1968), pp. 105-108.

9McClone and Gedzinsky, op. flit., p. 22.

10Ibid., pp. 20 and 22.

11Everett W. Stephens, Career Counseling and Placement In
Higher Ecucation: A Student Personnel Function, (Bethlehem, Pa.:
The College Placement Council, Inc., 1970), p. 168.

12Ibid., p. 168.

"John W. Hakanson, "Selected Characteristics, Socioecon-
omic Starus, and Levels of Attainrient of Students in Public
Junior Calege Occupation-Centered Education," (ERIC Re-
port - ED 013644, U.S. Office of Education, April 1967),
pp. 28 ff.



f) He is, in general,"an
to 'le cautious and controlle
of %:hemselves to explore ne
but would rather "seek mpre
and financial security."L4,1

11

ong those who are "likely
d... not sufficiently sure
and untried fields..."
gertain pathways to success

g) He is, considered with his fellow two-year
students as a whole, more similar than di.fferent
fran other students in higher education.

For such students, especially those coming right to

college with only a moderately successful or poor high

school experience, the bewilderment of the transition

suggests the need for calm counsel. As one writer summarizes

the student and his needs:

In the vast and too often impersonal educational
institutions, each student will need the means by whi.ch
he can establish his own identity; within a context of
security begin to appraise himself accurately, shed
supIrcargoes of fears and urrealistic expectancies,
sev!r the personal, emotional and ideational depender.-
cies which fetter him, and test himself in closely
simIlated or in real-life situations. Perhaps more
than their cousins in the liberal arts colleges and
uni-rersities, these students will require assistance
in I:heir striving for self-actualization. The instrLc-
tioual staff contributes mightily to this goal, yet
ins-:ructors cannot be all things to all students.

14K, Patricia Cross, The Junior College Student: A RE.-
search Doscription, (Princeton, N.J.: Educational Testing
Service, 1968), pp. 56ff., as quoted in Everett W. Stephens,
op. cit. p. 168.

15Charles C. Collins, Junior College Student Personnel
Programs - What They Are and What They Should Be, (WashinE-
ton, D.C.: American Association of Junior Colleges, 1967):
p. 12.

16
C.yde Blocker, Robert H. Plummer, and Richard Richard-

son, The Two-Year College: A Social Synthesis, (Englewood
Cliffs, New Jersey: Prentice-Hall Inc., lqU3T, pp. 240-41
as cited in McGlone and Gedzinsky, op. cit., p. 22.
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Stadent personnel professionals are needed to plan,
organize and carry out those experiences directly
aimed at student self - discovery, self-acceptance,
and self-fulfillment.lf

For an in-depth description of the junior college student:,

based on extensive recent research, the writer recommends

the study entitled "Higher Education's Newest Student" by.

K. Patricia Cross. 18

The Student Personnel Program

In reports on the student personnel programs of

community colleges, it is evident that the job placement

function is closely linked to other counseling services.

It is important to note that the 1965 report of the

"Committee on Appraisal and Development of Junior College.

Student Personnel Programs," which evaluates student

personnel programs in 49 colleges of 1000 or more students

and 74 colleges with lesser enrollments, shows that junicr

colleges are generally doing a p3or job in the student

personnel functions. It is particularly significant to

observe the fact that less than LO per cent of the colleges

studied had placement services which could be rated as

"excellent," and approximately 7) per cent were rated as

17Collins, op. cit., p. 3.

18K. Patricia Cross, "Highe: Education's Newest Student,"
reprinted in Terry O'Banion and Alice Thurston (editors),
Student Development Programs in the Community Junior College,
(Englewood Cliffs, N.J.: Prentice Han., Inc., 1972), pp. 26-35.
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"mediocre," "poor," or "very poor." Placement services

were rated very low among student personnel services in

terms of effectiveness of function.19

Speaking of the high percentage of community college

graduates who terminate their formal education to enter the

labor market, Stephens underscores the urgency to provide

effective career counseling and placement services. He goes

on to raise an important question regarding placement

readiness which applies particularly to the young community

college student who-may not have matured to a point of

vocational decision. "Can the junior college, in fact,

give effective help in placement, even if it tries?"20

The answer to this question does not come easily, but there is

evidence of some significant effofts to provide effective

placement counseling.

The Community College And Placement

When considering placement a_ community college

students today it is important to note that there is a real

urgency for providing top-notch services. Satisfying the

student's need for career counseling and placement is made

difficult because of the younger chronological age of the

majority of two-year college graduates when compared to thie

four-year college graduates. From freshman orientation

19Collins, op. cit., pp. 17 and 21.

20Stephens, op. cit., pp. 170-71.
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right up to graduation the placement service should be

aggressively functioning to serve as many students as can

profit by the service.21 The placement counselor(s) in the

community college will be working with a diverse student

group ranging from high to low potential and motivation.

Such a clientele calls for professional counselors
with a depth understanding of the societal forces at
play; a balanced view toward adjustment vis-a-vis
corrective activism; and expertise in vocational ad-
visement and educational planning; and therapeutic
skill in helping students in their search for signifi-
cant values,qnd in skirting the shoals of psychological
alienation."

The community college student from the lower socio - economic

strata poses a stronger challenge to the placement counselor

when he "only half buysand that at cognitive rather thar

emotional level--the prevailing myth that education will

provide him the good job by whic'i he can hope to marry tt7a

girl next door and live happily over after in a split - level

home in suburbia."23 Such a "pit, in the sky by and by" bLll

of goods provides little or no motivational drive for mos:

students entering the two-year college. What they need most

is comprehensive career counseling which assists the student

to discover "who he is, what is worth the doing, and the direc-

tion of his becoming" out of which is realized'"a progres.dve

21Ibid., p. 171.

22Charles C. Collins, College Orientation: Education
for Relevance, (Boston: Holbrook Press, Inc., 1969), p. 53.

2 3Ibid., p. 53.
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narrowing of vocational choice and a clearer definition of

educational plan."24

Placement is a process which is most effective when it

recognizes and include t the elements of career planning.

And career planning is vital if the student is going to

learn to help himself become all that he is capable of being.

The placement counselor has the opportunity to assist sty-

dents in self-actualization. He and the other counselors

play a key integral role with students, for "self-assessment

represents the first long step in self-fulfillment."25

Placement services in the community college can assist

students in many ways. Perhaps the best way is that of

aiding students in "reality orientation."26 In providing

an important link between the college and the industrial

and business concerns in the community, the placement

counselor serves present and future students with informa:ion

about the real job world and the preparation needed by tht!

job-seeker. Such contacts can also "provide important in-

formation to assist in the evaluation and improvement of

college's program of instruction."27 The community college

also must rely henvily on its placement coordinator to

24
Ibid., p. 55.

25Ibid, p. 57.

26Stephens, op. cit., p. 47.

27
Richard C. Richardson, Jr., Clyde E.sBlocker, and

Louis W. Bender, Governance for the Two-Year Colle e,
(Englewood Cliffs, N. J.: Prentice-Hall, Inc., 1 72),
p. 175.
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provide information and counseling about job opportunities

for its graduates so that occupational programs succeed

through placement of their students. Naturally, if "stu-

dents cannot find employment after completing the require-

ments in an occupational program, the word spreads am,ng

prospective students that there is no use enrolling in a

dead end curriculum.
28

Because the community college produces technicians and

occupationally trained gra&lates it has become an important

source of prospective employees for industry and business.

The community college graduate is trained to assume an entry-

level position, whether it be as an electrical technician,

nurse, accountant, secretary or computer programmer. Con-

panies which prefer to provide in-depth specialized on-the-

job training and promote from within the organization are 0-

creasingly looking to the two-year college to meet their

basic personnel needs. To put it another way,

it is suspected that many employers might do better
to recruit for many job openings on junior college
campuses rather than on senior college campuses. There
has been a tendency to hire engineers when technicians
could have done the job, to subject the ambitious
four-year graduate to the frustrations of certain kilds
of sales jobs which the junior colleg graduate coull
do equally well, perhaps even better.'9

The placement service in the community college, which ser,es

such vital functions, can be better appreciated after re-

viewing the specifics of the placement process.

.

28Charles R. Monroe, Profile. Of The Community College,
(San Francisco: Jossey-Bass Inc., Publishers, 1972), p. 176.

29Stephens, op. cit., p. 172.
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THE PLACEMENT PROCESS

Services to Students and Alumni

A variety of services fan within the domain of the

placement office of the community college. For many, if

not most, of the students in a two-year college, one or

more visits will be made to the placement office to seek

job information, occupational information, career counsel-

0
ing, guidance in preparing a resume

4
or application, and/or

to request that references be forwarded to an employer.

Statistics show that 50-75 per cent of the students in

community colleges must work while attending school. "In

fact, the job is often more important to a low-income stu-

dent than the college courses are, and if a shift in the

job occurs, then college courses must make the adjustment,

not the job, or else the student is forced to withdraw."30

Hence, employment needs of students are as critical to many

while they attend college, as when they complete their

academic program. So, "a placement office may, for some

young people, be the one agency that makes existing higher

education truly available to them; it can enable them to

find work to earn the money they need to stay in college.

In larger communities, the placement office car be of real

30Monrce, op. cit., p. 177.
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service also to former students and to graduates in helping

them to find full-time employment in the fields for which

they studied."31

The primary focus of placement efforts for students

comes in the senior year when prospective graduates prepare

to participate in job interviews on or off the campus. All

community colleges studied in New Jersey arrange for inter-

viewers to visit the campus, usually in the spring, to

meet with interested students. (See Appendix A). Bringing

recruiters to the campus, which has been a common practice in

four-year colleges, provides added inducement for students

to get involved well before graduation in seeking positions,

opening in June or July of their senior year.

Providing placement services and counseling for former

students and graduates living in the county it serves is

an important part of the outreach of the community college.

"Such a service, whether or not widely utilized, insures

students that the college has a continuing interest in their

welfare." 32 Naturally, such a service is also good public

relations for the college as it seeks to be identified with

the educational and personal development of the citizens it

exists to serve. Effective placement services might

31James W. Thornton, Jr., The Community Junior College--
Second Edition, (New York: John Wiley and Sons, Inc., 1966),
p. 265.

32
Blocker, et. al., op. cit., p. 2&g.
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influence the thinking of college-hound youth who sometimes

view the community college as a second-rate institution of

higher education.

To quote one educational specialist, Felix C. Robb,

who underscores the importance of college placement services:

A part of the "new look" of responsible universities
must be more effective career guidance and job place-
ment. Placement services should not be an afterthought
in academic life but a central factor in a long process
that starts with enrollment of a child in the first
grade and is not finished until he is well launched
and fully established in society as a self-sustaining
contributing citizen. This kind of placement involves
an institution-wide commitment and requires the exten-
sive confince and cooperation of faculty and admin-
istrators.

Such a philosophy is sorely needed in today's rapidly chang-

ing employment market affected by technology, mobility,

supply and demand factors, and the rapid obsolescence of

knowledge in certain fields. Therefore Dr. Robb also stresses

that "increasingly it must be the responsibility of a college

or university to help guide, counsel, and intelligently

place its graduates through a lifetime if necessary."34

The community college will be more and more challenged to

"design programs of continuing education for the purpose of

updating career competence and helping ,;raduates and other

adults in the community served by the college to remain

33Felix C. Robb, "The Three P's: Preparation, Placement,
and Performance," (Journal of College Placement, February-
March 1971), p. 30.

34Ibid., p. 32.
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socially sensitive and intellectually alive as well as

employable."35

Services to Employers

In addition to serving present and former students,

the community college placement office serves the needs of

employers. Even when the job market is "tight" there are

still openings of various kinds, both part-time and full-

time. The placement process involves keeping an active up-

to-date listing of openings which are discovered through

telephone or mail contacts with employers. The placement

coordinator then is obliged "to communicate to the counselors,

advisors, and faculty members (as well as students) the

employment needs of business, industry, government and ed-

ucation."36 Personal contacts with industrial personnel

representatives help to produce closer college and in-

dustry or business cooperation.

Another important function of the placement officer

of the community college, or any college for that matter,

is to provide a link between college faculty and administra-

tors and the business community. Information, not only

about openings in various companies, but also about trends

and changes in the labor market, must be provided by the

35Ibid., p. 32.

36Jack Breslin, "A College Administrator Looks at Place-
ment," (Journal of College Placement, April-May 1969), p. 35.
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placement specialist. One administrator suggests that "there

is too much talk about the generation gap and not enough

about the faculty-business gap."37 Faculty and recruiters

can easily be brought together over lunch when the latter

visit the campus. In the community college "it is inevitable

that the faculty of career programs will assume responsibility

for some of the placement activity that is carried out by

the institution."38 Contacts with the faculty and an open

line of communication, as well as utilizing their assistance

in an advisory and supportive way, can help to strengthen the

placement coordinator's effectiveness interpreting industry

and business manpower needs and the college's educational

objectives. Feedback in both directions can be mutually

helpful. "Because the area of work for which many junior

colleges would be preparing their students is in the vanguard

of technological change, these schools must be especially

alert to changing educational requirements by industry." 39

Such contacts with employers in the entire community

keeps the placement officer aware of emerging needs for

trained technicians. "In an unobtrusive way, the placement

37Ibid., p. 35.

38Richardon, et.al., p. 175.

39Howard Rosen, "An Assessment Of the Impact of Changing
Technology Upon Manpower Requirements: Implications For Junior
College Education," p. 8 in Junior College Student Personnel
Programs - Appraisal and Development (A Report to the Carnegie
Corporation), November 1965.
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officer interprets the college and its purposes to the

community while contributing a constant flow of important

information to the continuing community survey carried on by

the college. Clues to new and promising fields for occupa-

tional education, as well as to those declining in import-

ance, may frequently come to the attention of the placement

officer before they are noticed by any other staff member."4°

The fact that the placement officer will be making

contacts with the employers in the community, who are seeking

persons possessing the kind of skills which the college

seeks to provide, makes him an important representative

of the community college. As a link between the educator

and employer, the placement coordinator must also be attuned

to the viewpoints and concerns of the faculty and administra-

tion. In some colleges, the placement operation is assisted

by an advisory council. "The council is a small voluntary

committee made up of administrators, faculty and students

who meet periodically with the director Rnd discuss how the

placement function is going and make suggestions for change

or new programs which would improve the service.... The

council insures that there will be open channels of communi-

cation between the placement office and all groups in the

college community, and it can also work as a sounding board

for the staff/s plans and ideas."41

40Thornton, op. cit., pp. 265-66.

41John F. Sherlock, "The Placement Director1s Crucial
First Year," (Journal of College Placement, Oct.-Nov., 1970),
p. 78.
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Placement and Career Development

On the surface, one might assume that the placement

staff only comes in contact with the student who has made

a decision to seek a particular position as the result of a

firm and clear earlier decision about a lifetime, or at

least temporary, career. Such is not the case and is per-

haps usually the exception rather than the common occurrence.

Career planning is a process which the placement counselor

often initiates and enables when a student or non-student

seeks placement help. The two tasks of placement and career

development do naturally intertwine, although there is

apparently disagreement as to whether or not the placement

officer should attempt both tasks. "The placement officer,"

says Arbuckle, "is not the occupational information special-

ist, nor is he a vocational counselor. If he has to perform

all three functions he cannot be especially effective in any

of them."42 The assumption of Arbuckle is that specializa-

tion makes for greater efficiency.

However, many colleges may find it impracticable, for

economic or other considerations, to divide the placement

and career counseling functions. A key element in making

such a division of labor should hinge on the question of

whether or not the placement counselor is always able to put

the long-range needs of the client ahead of the manpower

42Dugald S. Arbuckle, Student Personnel Services in
Higher Education, (New York: McGraw-Hill, 1953), p. 107
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needs. "The goal of guidance, as Super has well emphasized,

is human development, not manpower utilization."43

The placement of a student is the natural outgrowth of

career counseling and vocational planning. If the placement

counselor is not compelled to march to the music of the

employer, but is free to put the client first, then it seems

likely he can also do career counseling. Many feel the

function of career counseling can usually be carried out

by the placement officer "for he has a unique role at the

interface between the academic community and the community

in which graduates must pursue their careers... (The placement)

objectives relate to assisting the student in determining

what he wants to do, where he wants to go, how best to get

there. To do this effectively, the student needS both coun-

seling and career information."44

The student must come to know himself--his values,

interests, abilities, and psychological needs--in order

to make an informed career decision. Then he should find

out all he can about the occupational possibilities which

would correspond most satisfactorily with his self-needs.

As the College Placement Annual advises, "During the process

43Donald E. Super, "Guidance: Manpower Utilization or
Human Development?" (Personnel and Guidance Journal, 1954,
v.33), pp. 8-14 as cited by Daniel Sinick, "Placement's Role
In Guidance and Counseling," (Personnel and Guidance Journal,
September 1955), p. 37.

44E. Sam Sovilla, "A Plan For Career Planning," (Journal
of College Placement, October-November 1970), p. 5i.
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of self-evaluation, it is helpful to use a placement officer

as a touchstone, For hi experience in counseling career-

seekers may offer new ideas to follow Ln your search, or he

may help to verify some guidelines about which you are unsure.

Vocational counseling is a large part of the placement

office's duties. "45

In essence, the placement counseling process, to be

effective, must incorporate the elements of the theory of

vocational choice which was detailed by Parsons early in

this century. His simple workable hypothesis has three

basic elements.

1. self-understanding on the part of the client:
a knowledge of his interests, aptitudes, resources,
limitations, etc.

2. knowledge of the world of work: aptitudes
required on a job, educational background necessary,
paths of. advancement, remuneration, etc.

3. matching pf individual qualifications to
job requirements."

Theories of vocational choice have been numerous since

1909 and have been significantly influenced by recent in-

vestigations in psychology and human development. Such

present day viewpoints might be characterized by a provoca-

tive article by Robert Wurtz written in 1966. He warns

against any effort to manipulate the developmental process

45The College Placement Annual 1972, (Bethlehem, Penn-
sylvania: College Placement Council, Inc.), p. 6.

46
Frank Parsons, Choosing A Vocation, (Boston: Houghton

Mifflin, 1909), pp. 4-5.
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while doing vocational counseling. "Implementing a self-

concept," says Wurtz, "requires that one know the self, a

particularly difficult task when the self is still develop-

ing."47 But, aren't all decisions regarding one's career

molded from the facts one has about his past and the hunches

he has about his future? Career choice, generally speaking,

is both tentative and compromising. The ideal job, not to

mention the ideal life, is always illusive. In fact, "studies

on job contentment reveal that nearly 50 per cent of those

who are employed are unhappy with their chosen fields of

endeavor."
48

Many such persons find their occupational

fulfillment in a second "mini". job, which they conveniently

label their "hobby."

Ideally career development--a learning process operat-

ing throughout a lifetime--should lead a person to the suc-

cessful match of his interests and talents with an occupa-

tion that provides personal satisfaction. Beyond that, an

ambitious workman looks for employer satisfaction, the opportun-

ity to improve his achievement ability, the approval of one's

co-workers, and periodic advancement in status. 49

47Robert E. Wurtz, "Vocational Development: Theory and
Practice," (Vocational Guidance Quarterly, December 1966),
pp. 127 ff.

48J. C. Atherton and Anthony Mumphrey, Essential Aspects
of-Career Planning and Development,(Danville, Illinois:
The Interstate Printers and Publishers, Inc., 1969), p. 32.

49Ibid., pp. 32-35.
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Positive self-esteem and occupational satisfaction are

essential to maintenance of good emotional and physical

health.

The Placement Counselor

It should be obvious that the placement function in

the community college demands a well-trained professional

who has both counseling skills and an informed understanding

of the industrial and business personnel functions. So much

the better if the placement officer has seen business or

industry from the inside. The professional and educational

standards which are suggested for the placement officer are

amply explored by Stephens.50 In reporting on a survey of

placement directors in the New York area in 1963, Nancy D.

Stevens offers a composite picture of the ideal placement

staff member. It was "a man or woman who had a master's

degree in the general field of guidance and counseling with

either three or five years of work experience in the field

of business and college counseling, and who was between the

ages of 25 and 35."51 The same study :_Jicated that 95

per cent of the respondents also felt it was important for

the new staff member to be willing to work with the employer,

50
Stephens, op. cit., Chapter 2, pp. 23-33.

51Nancy D. Stevens, "A Changing Concept of College
Placement,: (The Journal of College Student Personnel,
June 1965), p. 234.
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48 per cent felt that his efforts should be spent in

making employer contacts for the office."52

In speaking of the challenges and opportunities facing

placement officers today, a program officer for special

projects for the Ford Foundation recently stated --

They have more power and influence than one may
realize. They are in a unique and strategic position
at the threshold between formal education and gainful
employment, the threshold that separates the theories
of the classroom from !.he realities of work, the thresh-
old that separates adolescent dependence from adult
independence. Placement officers, perhaps better than
most, can serve as the communicating link - on the one
hand advising and counseling the young as they prepare
to cross that threshold, and on the other hand, edu-
cating and enlivening those now in power and authoity
who are about to employ the services of the young.J3

Such a statement must always be understood in the context of

the critical needs of students seeking meaningful positions

in the complex job market of today. It is that need which

suggests that the placement counselor "must be very directly

involved with the client's ability to mobilize personal

resources to obtain a job. "54 In fulfilling that need for

the job-seeking student the placement officer needs the

strong support of other counselors, technicians, secretaries

and work-study students in proportion to his overall task.

In an active community college placement office, the burden of

52Ibid., pp. 234-35.

53Fred E. Crossland, "New Faces and Old Hopes," Part I
of three articles on the 70's, (Journal of College Placement,
February-March 1970), p. 34.

54Stevens, op. cit., p. 235.
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paper work and follow-up by telephone with job applicants

can easily become over-burdensome.

Facilities

Every college with an active placement office needs

adequate facilities for counseling, storage and display of

informational materials and files, group meetings, inter-

viewing, secretarial space, and a waiting room. A key part

of the placement center is the occupational information

library. Resources on careers and occupations can include

books, pamphlets, brochures, posters, files, cassette tapes

and tape players, an occupational viewdeck, and perhaps a

filmstrip projector and small viewing screen. -The placement

center also needs ample bulletin board space for posting

part-time and full-time job listings and company posters.

Books such as those of Baer and Roeber (1958), Hoppock (1967),

Isaacson (1966), Norris, Zeran and Hatch (1960), and Shartle

(1959), which are listed in the bibliography of this study,

provide ample suggestions for developing an occupational

information library. Naturally, there are other primary

references for the placement library including Occupational

Outlook Handbook, Dictionary of Occupational Titles, and

The College Placement Annual which are indispensable. Where

practicable all career and occupational information should

be usable by all interested persons and accessible in one

location, such as the placement office. The placement staff

will also need access to the student files which will contain
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letters of reference and other personal information incor-

porated in the individual's credentials.

Follow-Up and Research

Follow-up of all students who seek placement is a vital

function of the placement office. It has several aspects.

First, immediate follow-up with those registered for place-

ment must go on continually to assure that active job-seekers

are informed of positions which match their needs. Also,

positions listed may be filled without the employer inform-

ing the placement office. A periodic check on listings

must be performed. Second, "periodic checks of student per-

formance can be a source of evaluation regarding the effective-.

ness of training programs" and job performance.55 Such infor-

mation can be a source of evaluation regarding the effective-

ness of the placement service.

Third, there is a need for some immediate knowledge of

placement success as a student graduates and is about to

embark on a new full-time position. A quick survey of sen-

iors can provide information regarding jobs offered, position

accepted, starting salary, and name of employer. Naturally,

at graduation some students will not have found a suitable

position or made a final decision,

Fourth, there is a need for in-depth follow-up of commun-

ity college graduates who entered the job market instead of

55Blocker, et. al., op, cit., p. 262.
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transferring. "Few studies are reported of the success of

vocationally trained graduates in finding employment in the

area of their training and of their comparative success

after placement."56 Such quantitative data can be gathered

through contact with employers. A personal contact will

probably be more successful than a questiOnnaire. Questions

appropriate for this kind of survey would include:

1) How was contact made--employer request to place-
ment office, student initiative, other? 2) Starting
wage, compared to usualy beginning wage? 3) Advancement
during employment? 4) Employer rating of skills, per-
sonality, training? 5) Reasons for separation, if
applicable? 6),Employer suggestions for improved train-
ing programs.-3'

Employers, who are interested in the concept of "quality

control ", will be willing to cooperate in such a survey if

the interest of the college and the intended use of the

information is clearly explained.

A year-end annual report on placement would seek to

pull together both the qualitative and quantitative data

for evaluation. This audit is "quantitative in that it

contains statistics on such information as number of students

who have used placement services; number of seniors regist-

ered with the placement office; number of students who secured

full-time career positions, kinds of jobs, beginning salary

levels, breakdown of numbers and kinds of employers recruit-

ing on campus; an up-to-date inventory of materials in the

56
Thornton, op. cit., p. 266.

57Ibid., p. 267.
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career 1 ibrary."
58

A summation of all placement activities

should be included. Also such an audit might get into an

analysis of the placement budget.

Subjective evaluation, or auditing, is also needed. In

looking at the specific programs for the year, the strengths

and weaknesses should be "critically analyzed to determine

if'they have accomplished their purpose in the total place-

ment function."59 Such a qualitative evaluation might in-

clude a study of how well the placement function has been

integrated with other student services. If an advisory

council is used by the placement staff, it should be en-

couraged to give constructive criticism. An outgrowth of

the auditing process at the year's end would be a statement

of projected changes and new programs, procedures, and services

to improve the placement function in the year ahead. The

year-end report should summarize, then, statistical data,

program effectiveness, and projections for the coming year.

A budget audit and proposal might be done at another time

and not be included in the report for the year.

58Sherlock, op.cit., p. 80.

59Ibid.
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JOB PLACEMENT PREPARATION

Most literature on job preparation covers basically

the same principle steps. These can be summadted as the

U. S. Department of Labor has done in five steps covered in

the transition from student to employee. They are:

1. Job selection
2. Canvassing the possibilities
3. Preparing a personal folder
4. Submitting an,gpplication
5. The intervieteu

The community college placement program usually in-

cludes on-campus interviews. Such interviews are utilized

by the company recruiters as preliminary screening inter-

views and probably will not exceed twenty to thirty minutes.

Therefore, the students who participate in such interviews

must in a real sense put their best foot forward. The

tightness of today's job market also indicates that those

students who come across the best to an interviewer will be

selected for further consideration. Therefore, the campus

interview is "a vital learning experience for student and

employer."61

Placement preparation would involve the placement staff

in assisting the job seekers to learn the skills of self-

analysis (what do I have to offer?), retum4 preparation

(showing what I have to offer), interviewing (demonstrating

60
Atherton and Mumphrey, op.cit., p. 86.

61Stephens, op. cit., Chapter 13, pp. 175-183.
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who I am and what I can do), and making a decision about a

job offer. Also, filling out the job application, use of

employment services, and how to write a letter to employers

are additional skills to be mastered by the aggressive

job seeker.

The writer would recommend several books as resources

for the job seeker or placement counselor. One is How To

Get A Better Job by Austin Marshall, which covers such

important areas as "How to Research Your Next Job" and "How

to Compose a Result-Getting Rasum4." Another book of val-

uable hints and proven techniques is Planning Your Career

.by Robert Calvert, Jr. and John E. Steele. The College

Placement Annual also contains some highly useful informa-

tion including a "Correspondence Checklist" (p. 28) and

some pointers about the employment market under the title

"Don't Wait For the Job to Come To You" (p. 11).

The job interview is the key opportunity for the job-

seeker to talk about himself to the personnel recruiter.

Itisa critical meeting for which the young prospctive

graduate, and even the not-so-young interviewee, needs spec-

ial preparation. The New York Life Insurance Company dis-

tributes a free booklet on "Making the Most of Your Job

Interview," which is a very valuable aid. It not only gives

pointers about the whole job-seeking process, but also suggests

94 questions which are commonly raised by an interviewee.

Stephens has this to say about the interview exper-

ience as a learning situation. "For the first time in his
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life, perhaps, he (the student) submits to a process wherein

he is being judged as a total personality, and he begins to

learn how important it is to know himself and to be able to

sell himself. He begins to learn about the world of work,

what opportunities are open to him, the paths others have

taken to success, and how he might succeed. Here at last,

in confrontation with the recruiter, is the challenge to

bring into play all he has learned."62

One writer has said that selection, at best, "is al-

ways a guessing game."63 However, the interviewer will

look at the job-seeker keeping in mind the fact that what

a man will do is largely discovered in what he has done.

His "can do" traits include appearance and manner, avail-

ability, intelligence, experience, skills and knowledge.

Also, an assessment of such characteristics as stability,

industry, perserverance and loyalty will provide a measure

of what the interviewee "will do" on the job.

Going into an interview with a well-written and neat

appearing rgsumg can also help the job-seeker sell himself

to an employer. The resume is a sales promotion piece, as

it seeks to emphasize precisely what the seller wants to

emphasize about himself, and nothing more. The relsumg

demonstrates what the individual has done, and thus con-

62
Stephens, op.cit., p. 177.

63Saul W. Gellerman, Management By Motivation, (American
Management Association, Inc., 1968), p. 60, as cited in
Stephens, op.cit., p. 180.
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cretely suggests what he can do. "A good r4surr6 helps a

candidate win attention and approval, while a poor resume

sets up unnecessary and perhaps undeserved roadblocks which

may retard the start or later cause detours on the through-

way called career."64 Mrs. Lilian Kushner of the New York

State Employment Service's professional placement unit in

Hicksville, N. Y., has helped many engineers to move out of

unemployment. Based on her own experiences, Mrs. Kushner

said, "Eighty per cent of the people don't write a good

rdsumei."65

Identifying and reporting his successes is the process

which leads the serious student job-seeker to be able to

write a concise and descriptive rgsumel. Such a process

of self-inventory is employed quite extensively in college

placement. The writer first became aware of this method

through Ray A. Ziegler, who directs the placement program at

Dundalk Community College in Maryland.66 More recently a

similar process was reported by the Office of University

Placement and Career Services at Columbia University.

64Cholm G. Houghton, "The Effective Rgsume: First Key
To Career Success," (Journal of College Placement, December
1970-January 1971), p. 72. Also see Charles Mangel, "How
To Land The Job You Want," (Look, May 18, 1971),

65
Henry Gilgoff, "The Right Resume'Is Hard To Write,"

(Garden City, New York: Newsday, June 14, 1971), p. 38A.

66Ray A. Ziegler, A Leader's Guide For Grou. Guidance
in Creative Job Search Tec n quest Mimeograp e. , copyrig t
1962).
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In designing their DIG ("Deeper Investigation of Growth")

program, the staff at Columbia consulted with Saul Gruner,

senior vice president for consulting work and program dir-

ector for "Thinc Career Planning Corporation" in New York

City. Mr. Gruner has developed a new technique for applying

the process of Success Factor Analysis developed earlier

by' Bernard Haldane of Washington, D. C.67

-67
Richard M. Gummere, Jr., "DIG/ Columbia University's

Program To Help Students Find Answers," (Journal of College
Placement, April-May 1972), pp. 38-45.
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PLACEMENT TOMORROW

There are several, forecasts about placement tomorrow

in the literature surveyed which are included here because

they underscore the central role of placement in the realm

of college student services. One writer suggests that each

college seeking to survive in the 1980's should transform

its placement office into a "career development center."

This center, going beyond traditional placement functions,

"would employ modern technology and systems approaches in

becoming a useful learning resource for students, faculty and

alumni. It would provide career orientation information for

individual exploration of career alternatives and potentia-

lities."68 It would be essential to maintain reliable

information about current and prospective job markets.

This will require participation in statewide, regional, and

national data banks. Such a service would also rely on many

competent advisers in specialized fields to whom students

could be referred. Utilizing the computer bank, which would

mean storing all pertinent data about each student at the

college, systems are now available to utilize information

retrieval as an important tool in successful career planning

and placement.

In addition, by 1980, there will be a new application

of television using video tape cassettes which can be played

68Robb, op.cit., p. 33.
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through an ordinary receiver. Such cassettes, like tape

recordings, can be erased and up-dated to include current

career information. Many career counselors already utilize

video equipment to tape interviews and group sessions. The

client or group member can see how he, really comes across

when he views the playback of himself.

There is a new day in education as professionals, sup-

ported by federal funding, are developing comprehensive career

education for all ages to be included in the school and college

curricula. Such a long overdue change in emphasis means

that "placement tomorrow will need to articulate its basic

educational mission--that of helping the student put to-

gether his jigsaw pieces of education and reason out his

value orientations to life and the earning of a living. This

mission, of course, implies counselor preparation essential

to counseling the whole individual. It implies, too, a

counseling philosophy rooted in sound, demonstrable prin-

ciples of human behavior. This, in turn, means that much

research must be forthcoming. n69 The placement counselor is

both,an educator and problem-solver. As he goes about his

specialized and challenging task in this decade he will

surely need to be flexible to adapt to all the changes just

around the corner, which ultimately will make placement

more crucial and useful to the community college graduate.

69Stephens, op. cit., p. 211.



CHAPTER III

THE PLACEMENT PROGRAM AT MIDDLESEX COUNTY COLLEGE

AN OVERVIEW OF THE COLLEGE

Middlesex County College was founded in 19 64 and olened

its doors to students in September 1966 on a 200 acre

tion of the former Raritan Arsenal located in Edison, Nel-

Jersey. It is sponsored by the citizens of Middlesex County

through the Board of Chosen Freeholders. Dr. Frank M.

Chambe's has served as the President of the college since:

its inception. By virtue of its location in Middlesex

County, the college serves one of the major industrial,

commercial and educational areas of the state and is in

close proximity to such major arteries as the New Jersey

Turnpike, U. S. Route 1, the Garden State Parkway and

U. S. Interstate 287. Nearby in New Brunswick, the coun:y

seat, are located the main campuses of Rutgers--the State

University.

The list of major manufacturing, retailing and sery .ce

industries in Middlesex County is far too long to includo

here. An up-to-date resource for discovering all such f,rms

is in the 1971 New Jersey Industrial Directory.- Anothe: ref-

erence utilized by the placement staff at the college is

1New Jersey State Industrial Directory - 1971,
(New York: State Industrial Directories, Inc.)

40
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the directory entitled IndustriE:l Research Laboratories

in New Jersey.2 Middlesex County College serves 25 com-

munities,.30 high schools and four county vocational

schools from which come most of the students who attend

the college.

The Curricula

The degree programs offerec. at Middlesex County College

are organized under five academic divisions -- Business,

Science, Health Technologies, Engineering and Technology,

and Social Sciences and Humanities. The curricular area:.

under each division are as follcws:

BUSINESS DIVISION
Accounting
Marketing
Retail Management and Merchandising
Hotel and Restaurant Management
Secretarial Science
Marketing Art and Design

SCCENCE DIVISION
Liberal Arts/Science Enphasis
Medical Laboratory Technology
Environmental Health Science
Biological Technology
Chemical Technology

DIVISION OF HEALTH TECHNOLOGIES
Nurse Education
Dental Hygiene
Radiologic Technology
Rehabilitation Assistant Education
Medical Laboratory Technology

2lndustrial Research Laboratories in New Jersey,
(Trenton, N. J.: State of New Jersey, Division of Economic
Developmant, 1966.)
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DIVISION OF ENGINEERING Ai D TECHNOLOGY
Engineering Science
Electrical Engineering Technology
Civil Engineering Technology
Mechanical Engineering Technology
Computer Science

DIVISION OZ SOCIAL SCIENCES AND HUMANITIES
Liberal Arts

In addition to the degree programs listed above,

the college offers courses on a part -time basis through

the Division of Continuing Education. These courses can

lead to either a degree or a certificate. The course

offerings include all those named in the day-time degree

programs, as well as courses pertinent to several special

programs. These programs have included: Job Horizons for

Women, Teacher Aide Program, Quality Control, and Cor-

rection Administration. Another special program which

operates under the Liberal Arts area is "Collegiate

Foundations" (formerly Pre-Technical Program). New pro-

grams and courses are instituted from time to time in

response to demonstrated needs. One such example is a

new Fall 1972 program, expanding the Teacher Aide area in:o

Teacher Assistant, and also offering curricula for Assistants

in Early Childhood Education and in Special Education.

The Student Population

In 1971-72, the full-time enrollment at Middlesex

County Collegeisas follows on the next page.
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Tables

Full-time Enrollment at Middlesex
County College -- 1971 -72

Dai:e Freshmen

10th Day Fall
Enrollment

2007

Seniors

927

Total

2934

10th Day Spring
Enrollment

1505 781 2286

The apptoximate number of students attending the college

part-time was 4000. This combined enrollment makes

Middlesex County College the largest community college in

the State of New Jersey.

A sample study was done during 1972 to show the per-

centages of full-time students (using a total of 3000)

who fall into several categories. The percentage, as

well as lumber, profile is as follows:

Table 2

Profile of Middlesex County College
Students - Reported Feb. 14, 1972

Number
of

By Age
26 or

Students 22-25 Older Veterans

Total (sample) in % 1653 14% 5% 13%

Total Students (N) 3000 420 150 390

A
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(Table 2 Coltinued)

Estimated Parental
Income

Less $6000 $1000
Than to to

$6000 $9999 $1249

Total (sample)in 8%

Concern
About
Financing
Education
Some. Major

.31% 23%

Total S'Aidents .(N) 240

50' 6%

930 690 500 180

The obv.ous significance of this information is that 19%

(570) of the 3000 full-time students are age 22 or older,

which also means that 81% are younger than age 22. Basic-

ally, den, the student population attending the college

full-tine are there soon after completing high school.

This underscores the concern often expressed at the com-

munity college level that the two-year college student is:

for the most part, quite young and-immature with limited

educational and work experience.

On ,:he other hand, there is a significantly high (13%)

number (:390 of 3000) of veterans on campus. It is antici-

pated that this percentage will increase significantly over

the next two or three years due to the return of the Vietnam

veteran to civilian life and educational institutions. Such

students need specialized counseling in career and educational

planning, applying for veteran's benefits, and ultimately

job placement. The general observation about the veteran
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student at Middlesex County College is that he has a higher

degree of maturity and motivation, on the average, than his

younger student counterpart just: entering the college from

high school.

A third observation of the preceding data relates t-)

economic need of the students. Over one-half (56% or 160)

of the 3000 students indicate concern over financing their

college education. This corresponds to the data which ir.-

dicates a parental income level of below $12,500 per anntm

for 62% of the students, with haLf of that group falling in

the $6,000 to $9,999 range. Thi3 picture, on the surface,

would indicate that 39% of the sampled student body would

be eligible for New Jersey Educa:ional Opportunity Fund

(E. 0. F.) support since the parental income is below $10,000

per anntm. These figures corroborate the studies of community

college students which hold that the majority of such stu-

dents are from middle to low inccme families and are in

need of some form of financial aEsistance to enter a publ. c-

supported college. It is also pcssible to see why a majority

of community college students must work at least part-timE to

aid their parents or help themselves bear the costs of eritca-

tion.3 A goodly portion of the attrition rate of 22% reflected

in Table 1 may be due to economic pressures and, in some

3
See the references cited in Chapter II in footnotes

10, 11, 14, 15 and 18.
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cases, the need to choose a job over college for at least

the time being.

To Look at the student popu7.ation of Middlesex County

College in another way, the reader is referred to Table 3

showing the plans of June 1970, June 1971 and June 1972

graduates regarding their contirned education (transfer)

or occupational (job placement) plans. In comparing transfer

and placement plans, Table 3 incUcates ar. interesting de-

velopment in 1972. Whereas, in )970 and 1971, the majority

of students (omitting the category "other") planned to trans-

fer to the upper level college (!8.3% and 56.8% respectiv(.11y),

the majority in 1972 sought job placement instead of further

formal education (52.8%). It is noteworthy that this trend

occurred during the time of a tight job market. One observa-

tion to be made is that the community college graduate, or.

the wholo., has developed enough technical skill to command

a good eltry level position in business, industry or the

health services if he so desires. This is demonstrated, in

particular, by the placement success with the computer

science graduates showing that 23 of 34 (67%) have secured

position; in their field of preparation. Another factor

which may be responsible for a higher placement percentage

in 1972 was a successful job placement preparation program.

This program will be further eval..lated in Chapter IV.
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The Student Personnel Program

Th Division of Student Personnel Services at Middle-

sex Couaty College encompasses those services which closely

supplement the academic disciplines in meeting the intellect-

ual, psychological, and social reeds of the students. S-7.11-

dent Personnel Services comprise the areas of admissions,

financial aid, registrar, counseling services, health

vices, athletics and student activities. For the purpose of

this study the focus will be on the counseling services.

Counseling Services states that its "priacipal gene:-al

objectives are (a) to aid the student in making decision:;

about career choice, educational program, or other impor..-

ant matters; (b) to enable the student to be more effectLve

in his relationsnips with other people; (c) to assist him

in gaining self-understanding and acceptance; (d) to help

him improve his academic and social skills; and (e) to pro -

vide support for the student during an emotional crisis.

Since each student differs in need, counseling is on an

individual basis except where mutual interests permit group

counseling.4

The Counseling Services staff presently consists of a

Director, a Transfer Counselor, a Job Placement Counselor,

a Career Development Counselor, a Psychometrist, and two

Counselor, Generalists. In addition, there are two full-time

4Middlesex County College, 1971-1972 Catalogue,
(Edisol" N.J.), p. 38.
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positions for technicians in Job Placement and Transfer,. the

first of which was filled in January 1972, and the second of

which is to be filled soon. There is a test administrator

who is funded by the State of Now Jersey. Two matriculated

students from the Student Personnel Services graduate pro-

gram at Newark State College work twenty hours a week each .

for ten months° There are threE: secretaries and usually

three work-study students to round out the Counseling Serv-

ices staff. All of the counselors and supportive staff

are housed in one location known as Center IV.

It addition to the counseling and supportive persorriel

staff, the Office of Counseling Services houses an extendve

library of college, university snd technical school cata...o-

Rues ani directories. There arE also extensive files on

occupational information, as well as files containing bro-

chures on a considerable number of firms who have provid(d

employm3nt and general information. The Office of Counseling

Services is also the repository of all files containing

admission data, correspondence cn academic matters and cre-

dential materials for current and former full-time students.

The information and advisory services which are pro-

vided by Counseling Services exist to assist students in

career and curriculum planning, transferring and obtaining

jobs. These services exist to supplement, not supplant,

the advisory and informational services which may be pro.

vided 1-y the teaching faculty.
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The Plz cement Function

The Job Placement Counselor in the Office of Coun-

seling Services coordinates the various functions of the

collegE placement service. This position is a key function

for twc reasons: (1) most students at the college must

work at some kind of job while attending college, and (2) a

significantly high percentage the seniors of Middlesex

County College seek full-time employment upon graduation.

PlacemEnt services also exist to serve alumni of the college.

Due to the enormity of the placement task a full-time

coordinator and a full-time technician have been employel9

The college's work-study progran, however, is coordinatel

by the Financial Aid Counselor, who reports to the Director

of Admissions. Several other N, J. Community Colleges

combinE Placement and Financial Aid under the same admin-

istratcr (see Appendix A) .

The Job Placement Counselo:: at Middlesex County College

during 1971-72 has b,en Mr. John Herrling, whose education

and treining, as well as his winsome personality, have made

him well-suited for the position. Having completed his

M. Ed. in Guidance and Counseling, Mr. Herrling was empl3yed

for 2A years as a personnel representative with the Honerdell

CorporEtion. His experience has provided him with a knuwledge

of indlsti.ial employment and procedures. Mr. Herrling has

shown an aggressive spirit in getting to know both the college
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personrel and industrial representatives during his first

year at Middlesex County College. He considers such rela-

tionships as very crucial in building a stronger placement

servicE at the college.

Before Mr Herrling became the Job Placement counselor

at the college, the responsibil:Lty was assumed by Mrs. Carol

Taha. Largely through her efforts a noteworthy on-campus

recruitment program had been developed and many graduates

had been aided through personal counseling to prepare them-

selves for the interview experience. However, Mrs. Taha

had recommended for 1971-72 a more extensive program of

student preparation prior to the traditional spring recrlit-

ment ir.terviews. When the decision was made to expand tile

counseling staff, the Director asked Mrs. Taha to assume

the responsibilities for career development counseling and

a new Job Placement Counselor wLs sought. Upon the hiri:Ig

of Mr. Herrling, a projected plE.n for placement for 1971.72

was developed, with primary emphasis in two areas:

(1) stronger contacts with employers, and (2) better pre .

interview preparation of students. These emphases will .)e

described in the next section and in Chapter IV.
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THE PLACEMENT PROCESS - 1971-72

Services to Students and Alumni'

A description of the placement services at Middlese::

County College should begin with an outline of specific

services provided to students and alumni. The following

tasks are the important placement and employment prepara-

tion functions handled by the Placement Counselor.

1. Individual counseling cn career and vocational
planning, employment preparations techniques of
seeking employment, and assistance in preparing
job search materials.

2. Job Placement Preparation Seminars for seniors
conducted in late January and February 1972
(see Chapter IV).

3. Planning and developing the On-Campus Recruit-
ment in late February and early March 1972.

4. Coordinating the job listing and student regis-
tration service.

5. Conducting an on-going employer contact and
visitation campaign.

6. Administer additional placement services, including:

a. the credentials service
b, one evening of placement counseling a week
c. disseminating occupational information,

including labor market trends
d. up-dating information files on companies

and positions
e, developing statistical and informational

reports on placement trends and results.

In accomplishing all of the above placement tasks tte

Job Placement Counselor relies heavily on the assistance of

the placement technician who functions much like an executive

secretary.
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A significant amount of usc has been made of each of

these services and they are all to be continued during

the coning year. Periodic mailings and notices in the

college news media have apprised students and alumni

of the various placement servicf:s.

Services to Employers

It is evidently true that v. major portion of the

success of any college placement program is related

to the development of good relationships with prospec-

tive enployers. The placement efforts at Middlesex

County College have strongly emphasized strengthening

employer relations. Mr. Herrling has personally sought

to visit employers and discuss with personnel managers

the college, its curricula and students, as well as

learn about the facilities and employment prospects at

the industrial or business site. In cases where it

appeared the employer might be interested in Middlesex

graduates with particular skills, the curriculum's

departnent head or his designee was invited to accom-

pany tt-e Placement Counselor. The faculty member could

more completely describe his curriculum and discuss

particular prospective graduates.

From October 1971 through June 1972, twenty-seven

off-campus visits took place, with a representative

from ar academic department participating. in one-third
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of the visits. Such personalizing of the college's

placement function is felt to be very productive.

In addition to off-campus employer visits, employers

have visited the college and toured its facilities

through the auspices of the Placement Office. Seven

different employers visited the campus during the year

(e,ccluding the companies who participated in on-campus

recruitment). Such on- campus visits have great value

for the employer as they permit him to. evaluate acacemic

pe-:sonnel, students, laboratories and other facilities.

The principhl mail contact with employers involNed

a getter to over 800 firms, extended during November

anil December 1971, inviting them to participate in the

On. Campus Recruitment Program during February and

Malch 1972 (see Appendix B), This program provides

prospective employers with .:he opportunity to interview

anc recruit the college's June graduates in the Scieice,

Business and Engineering cu::ricula. Of the 800 plus

employers who were invited, 55 accepted the invitation

and scheduled a visit during the three week recruitment

period. Six companies canceled prior to the recruitment

period because their employment needs were reduced.

Periodic mailings to employers in Middlesex and

surrounding counties were made throughout the year

annpuncing on-campus recruitment, new curricular offerings,

and the graduation and employability of the Senior Class.
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Involvement of Alumni and }acuity

Early in the Fall of 1S71, meetings were held

with Department Chairmen and their staff to discuss

tha proposed 1971-72 Placement Program. Usually

Mr. Herrling was accompanied in these meetings by

Mrs. Taha, former Job Placement Counselor, and Mr.

Lildemann, the Director of Counseling. The primary

pu -pose of these meetings uas to seek faculty cooper-

at .on and support in developing contacts with employ-

er:;, promoting the Job Placement Preparation Progran,

publicizing job openings, ald sharing information abut

pi: .cement success of former students.

The various levels.of response led the Placement

Counselor to developing ind:.vidual working relationslips

with Department heads or other faculty who indicated

support, and not push to get a working Advisory Council.

Although a Placement Advisory Council was formed, it

has not functioned as had been hoped.

Naturally, there are some faculty of the college who

are genuinely interested in their students and take an

active part in sharing job information as well as other

useful material. On the other hand, as in most schools,

there are those who merely put in their required c1aL3-

room and office time and do not seek to be alert to i.ob

openings or any other opportunities which might benefit

their students. Where faculty members have been actively
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irvrolved in parts of the placement process, such as

viAts to employers, the results have been encouraging.

The arrangements for such faculty utilization have

usually been initiated by tie Placement Counselor.

Placement and Career Development

During the past year th,.! Placement Counselor has

done career development counseling with students and

alumni, as well as some res:.dents of the county who

have not attended the college but had heard of the

Placement Service. Such counseling usually involves

a rrocess of self- assessment: using a tool called the

"Personal Inventory." It mzty also include use of

measurement techniques, such as the "Strong Vocational

Intsrest Blank." There would then be some research

and exploration of specific occupational areas com-

patLble with the identified interests, talents and meds.

Guiiance in developing a rOsum6 and other job huntinl

tools and techniques is usually given. Then, many times,

specific job leads ran be shared with the process rotrided

out when the prpspective employee shares with the counselor

a r;:port of how the job search progressed and its fir..al

outt!ome. Such counseling can be very gratifying as the

cli(lit's progress is observed and the joy of his success

is shared. Naturally, such counseling can be quite time

consuming when the process is adequately completed.

Career development counseling could, and perhaps should,
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be shared by additional staff members. Middlesex County

College does provide a Career Development Counselor in addition

to a Job Placement Counselor° However, the two attempt to

work closely together and be mutually supportive° For example,

the occupational and career information library is maintained

as a joint venture° Other decisions affecting both areas are

also made jointly°

Plans for the coming year include development of a

career Lib which will contain prilted and electronic

occupational resources° Also, there are plans for courses

in careen development for various individuals who are at

similar levels of occupational and educational planning ant

are seeking guidance and counseling° Here again the Placement

Counselor will cooperate with other staff members in develop-

ing and conducting such group experiences°

Facilities

In addition to the individual counseling offices and uhe

occupational information library located in the college

counseling center, the placement, program has required the use

of severaL other college facilities° The amphitheater in the

Health Technologies Building, with its special audio-visual

equipment, was used for group presentations during the Job

Placement Preparation sessions with Mr. Ray Ziegler.

The small group sessions conducted as part of the same pro-

gram required the use of seminar rooms. When the on-campus



58

job interviews were conducted, study-seminar rooms in the

Learning Resources Center were utilized. It is anticipatc:d

that the Counseling Center will le expanded to include a

group room so that some sessions can be scheduled there

where th,?. occupational and employment information would 13(1

most accessible when needed. Many colleges have developed

a Placement Center where all placement groups, job inter-

views and counseling can be housed under one roof. However,

the placement activities at Middlesex County College will

undoubtedly have to use facilities outside the Counseling

Center fur the foreseeable future,

Follow-Up

The7.e is an on-going follow-up process regarding job

openings and placement of registered students and alumni.

Much of this procedure is assigned to the Placement Technical

Assistant, who utilizes the secretarial and work-study staEf

when necessary. It is reported by the Placement Counselor

that, in addition to placements resulting from the on-campus

recruitment program, there have been 44 employment offers

(as of 6/20/72) made to seniors registered with the full-time

job listing service. Twenty-seven (27) seniors have accepted

offers made by employers listing jobs. Since October 1971,

fifteen 1,15) alumni have been placed in jobs as a result of

using the job listing service. Figures from previous years
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are not available to compare with the 1971-72 picture.

Following the on-campus interviews in the spring,

there is a follow-up process which continues until complete

information is gathered regarding all placements. This pro-

cess may continue into the Fall die to late offers and deci-

sions. As of 6/20/72 there had 1:)en 40 offers made to

Seniors by employers who participated in the on-campus inter-

views. 'thus far, twenty-five (25.) seniors have accepted tie

offers. In Chapter IV (p. 79), there is a more detailed

follow-ur report on the 11)72 On-Campus Recruitment program,

One follow-up technique used to gather information

about student decisions regarding placement and transfer

is the "Senior Questionnaire" which is circulated and col-

lected during graduation rehearsal. In-complete questionmires

are follo .ied up on the evening of graduation as the pro-

cessional is forming, with some fcllow-up still required

afterward3. For example, a few students were still being

contacted by registered mail during the week ,of July 3rd

when tele.dhone contact attempts had failed.

An important follow-up procedire also utilized by the

Placement Office this year was the questionnaire developed

by this w::iter to measure subjectively the response of those

who participated in the "Job Placement Preparation" phase.

This questionnaire is produced on 81 of the present study,

and its results are discussed in Chapter IV (pp. 80 E.).
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Arother informal follow-up procedure which has been

utilized by the Placement Counselor is that of personal

conversations with company personnel managers who volunteer

information evaluating a new or established employee. Sim-

ilarly, some graduate employees have provided verbal eval-

uations of the placement program and/or the position they

accepted. Some feedback has come from faculty members wao

have shared information with the Placement Counselor. More

extensive follow-up procedures are projected for the com:mg

year.



CHAPTER IV

THE JOB PLACEMENT PREPARATION PHASE

The key element in the placement process at Middlesex

County 1.1ollege during 1972 was the phase known as Job Piece-

ment Pr_Iparation. In a report to the College's Administrative

Council submitted on April 17, 1972 the placement counselor,

Mr. Joh-1 Herrling began with an explanation of when and TAny

this ph.lse was devised. "In the Fall of 1971, when all

indicatons pointed toward the conclusion that the job market

would 1311 very difficult for most of Middlesex County Collage's

June graduates, the Placement Office decided to present a

series of employment preparation seminars. The seminars were .

designed to assist the student in preparing the necessary

materia:s and frame of mind for a job search in a tight labor

market.' This statement clearly underscores the two goals of

the emp:.oyment preparation phase which preceded the on-campus

recruitment emphasis.

An important ingredient in developing such an emphasis

was a mn named Mr. Ray A. Zieg1%r who directs the Placement

Services at Dundalk Community College near Baltimore, Maryland

Contact with Mr. Ziegler was made in early September and de

agreed to provide leadership for what I call the Job Place-
.

ment Preparation phase, as well as consult with Mr. Herrling

61
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on its design. It was learned that Mr. Ziegler had a broad

experie -ice in the area of group guidance with job-seekers,

both in the State of Oregon and in other places across the

United states. While serving as the Dir,ctor, Senior

Worker Division, Oregon Bureau of Labor, Mr. Ziegler developed

seminars for job seekers which are reported in two documents

used as resources for the preparation phase.1)2

The Design

After consulting with Mr. Ziegler and the Director of

Counseling, the Placement Counselor developed a design for

the Job Placement Preparation phase which is outlined here

and followed by an explanation of how the plan was carricd

out, inzluding the basic content of each session. These

were called the Employment Preparation Seminars.

Plan Foc Employment Preparation Seminars

A. Preparation of Seminar Leaders

B. Promoting the Program

C. General Divisional Sessions with Presentation
by Ray A. Ziegler

D. Seminar Session I - Self Appraisal

E. Seminar Session II - The Current Job Market

F., Seminar Session III - Job Hunting Skills and
Techniques

1RayA. Ziegler, "A Leader's Guide for Group Guidance
in Creative Job Search Techniquas,"(Copyright 1962) mim-
eographed.

2Lay A. Ziegler, "The 1330 Survey"--Creative Job Search
Techniques Classes (CJST), Project ORE CAP 7048, (State )f
Oregon, Bureau of Labor, November 1, 1968).
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A. Preparation of Seminar lieaders. The leadership for

the seminars with seniors came from the college counseling

staff, Thcluding this writer. Mr. Herrling, with the

assistance of Mrs. Carol Taha, led the in-service preparation

of the six counselors. This training was held during the two

weeks prior to the arrival of Mr. Ziegler. The training

sessions involved a run-through of the three seminars. This

"dry rui" included first a process of clarifying each step of

the sem-Lnar plan. Secondly, all student hand-outs and cAer-

head projector sheets were discussed. Thirdly, leadership

techniques were demonstrated. Finally, each group leader had

the opportunity to run through a session for practice.

The second main phase of comselor preparation occurred

after tie arrival of Mr. Ziegler. Since Mr. Ziegler was to

make foir presentations over twc days (January 27 and 28) he

requested to meet with the counseling staff from 5 p.m. to

9 p.m. on the evenings of January 26 and 27. This provided

him with the opportunity to share his philosophy of "Job

Search Techniques" and demonstrate the effectiveness of lis

approach. The demonstration waE most vividly done through

the use of video-tape interview: of individuals who had

participated in group sessions to learn the techniques of job-

seeking. As they explained their success in applying the job

search skills they had acquired it was possible tc confirm

the value of Mr. Ziegler's approach. To provide further
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verification of the validity of his approach Mr. Ziegler

was accompanied by a former grocp member who was in training

as a counselor with Mr. Ziegler at Dundalk Community College.

She enthusiastically confirmed the success of Mr. Ziegle::'s

approach in guiding persons into a new future as they learned

to set clear occupational objectives and utilize specific

job search techniques°

B. Promoting the Program. The support of the studtnts

and staff of the college for the Employment Preparation

Seminars was encouraged in several specific ways. First) the

idea of the Preparation Phase wes communicated to the faculty

through divisional meetings. Tle cooperation of the faculty

was solicited in order to have their assistance in encouraging

student participation. In various ways and in varying degrees

the faculty urged students to hear Mr. Ziegler and attend

the seminars.

A poster was prepared by the counseling staff and siffie

cient copies were produced to cover the bulletin board loca-

tions ol campus. Also the college newspaper Quo Vadis carried

a descriptive article which encouraged student participation.

A singly page flier was also distributed to students announcing

the program. In essence, all available channels of communi-

cation were utilized.

C. Presentation by Mr. Ray Ziegler. All seniors at

Middlesex County College were initially invited to hear
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the keynote speaker at one of fcur presentations scheduled

for January 27 or 28. Various curricula were grouped to-

gether to provide approximately the same size group at each

session. Mr. Ziegler made a similar presentation to each

group with some adaptations applicable to the particular

curricular areas. Mr. Herrling and other counselors were in

attendance to handle such details as introduction, lighting,

and distribution of printed infcrmation.

Mr. Ziegler, utilizing movie screens, amplification,

and television monitors in the amphitheater' of the Heald_

Technologies building, made a multi-media presentation. As

he spoke he utilized illustrative slides to demonstrate such

aspects as the concept of work, the earning capacity of per-

sons with differing levels of education, the concept of

developing a "life mosaic" by using a self-inventory, and how

to locate the right kind of job in a tight labor market. In

essence) Mr. Ziegler's presentation was designed to motiiate

the listeners to apply themselves to the task of learning, and

utilizing effective job search techniques. To illustrate what

could happen to a person who put the techniques to work Mr.

Ziegler showed a video tape which captured the success story

of someone who had made use of such job search procedures.

The basic kind of information Mr. Ziegler soughtto commnicate

is illustrated in Appendix C.

At the initial session following Mr. Ziegler's presentation

and a brief question--answer period, students were asked to

sign up for Seminar Session I. A. card which included twenty-
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four time blocks was circulated and students were asked to

indicate a first, second and third choice of times they could

attend Session In addition they were to provide their name,

address, home phone, curriculum and Social Security numb(r.

The cards were then sorted into groups utilizing the first,

second and third choices until groups of approximately

twelve were formed. Students who registered for Session I

were then informed by a postal card when and where their

seminar group would meet.

D. Seminar Session I - Se1E-Appraisal. The twenty-

four seminar sessions were conducted by five counselorSwto

participated in the aforementioned training process. This

writer was responsible for conducting five sessions of tie

first seminar.

The first'session focused oa presenting and critiquing

good and poor demonstration-interviews, as well as instructions

for com)leting the "personal inventory". Personnel managers

from eight local industrial firms participated in the demon-

stration interviews, with the counselor role-playing the

interviewee. In the dry-run of a poor interview the counselor

utilized such techniques as bad posture and poor eye contact,

evidence of poor interview preparation such as unfamiliarity

with his retum and failure to answer the interviewers

questioas.concisely and accurately, as well as playing down

his accomplishments or over-empl-asizing his weaknesses. In

the good interview the goal was to demonstrate self - confidence,
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definite goals, positive statemEnts about the past, good

posture and eye contact, and evidence of some familiarity

with the interviewer's company and how it might utilize the

training and abilities of the interviewee. There was an

opportuaity for discussion and questions following the mock

interviews.

Th.! latter part of Session I focused on the "personal

inventory", a tool developed by Mr. Ray Ziegler for analyzing

persona.:. success and commendable accomplishments in previDus

employmmt, formal and informal education, unpaid positions

and all play (extracurricular) activities from about age l3

to the Tresent. The students were given seven questions :o

answer covering the four main areas just cited. The questions,

as statEd by Mr. Ziegler, are:

1. What things have I done to any degree of success"

2. What are those things fcr which I have been commmded,
for doing in an excepticnal manner?

3. What jobs have I held? (Described in detail).

4. What kind of equipment can I operate?

5. What are the things that I really like to do?

6. What are the things that I dislike doing?3,4

The above six questions were followed by a seventh item

in the mdterial on the "personal inventory" given to the

seminar participants. Designed to have the individual brain-

3Ra,, A:. Ziegler, "A Leader's Guide ...," op. cit., p. 6.

4Also cited in Ralph E. Burns and I. S. Hakanson, "Creative
Job Search Techniques in Oregon's Community Colleges," (Paper
given at American Personnel and Guidance Association, March 21,
1967), p. 6.
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storm and list potential occupations which would utilize his

talents, the statement read: "lf I had my choice, I would

choose the following type of job...." Each student was

encouraged to complete the "personal inventory" before

Session III, since this information would be the basic data

for the resume. Each student was then informed of the con-

tent of seminar Sessions II and III, both verbally and with

a printed sheet which was distributed,

E. Seminar Session II - The Current Job Market. TI-e

second .;ession provided students with information about fob

opportunities. Printed material was circulated and the over-

head projector was utilized to provide up-to-date information

on entr: level positions in such fields as accounting,

secretavial science, electrical technology, etc. Also con-

parative salary data from 1970 and 1971 was presented, alDng

with napes of the companies that had hired graduates in nose

years. Projections regarding the job market were used if

such information was available, and students were shown tie

differertial between entry positions and average salaries

available to those with an Associate degree and a Bachelor

degree. Such information (see Appendix D) offered a fairly

optomistic picture to the prospective graduates. All of :he

above irformation except for that projected on the screen, was

presented in a packet prepared for each curriculum.

The reality of the job market was communicated in another

graphic way as- alumni of the college made brief presentations
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in the appropriate curricular meeting. They had been asked

to briefly describe their present position, the company,

and their responsibilities. Also they were requested to

talk about how relevant they felt their education and tridn-

ing at Middlesex County College had been for the job they

took. This writer chaired the group for accounting and

secretarial science students in which a female alumnus f-om

each curriculum spoke of her job and how she felt about le/

educatimal preparation. The students present asked que:,ticls

and the alumni did a commendable job providing information

and answers.

Session II was concluded with reference to a handout:

entitled "Guidlines For Evaluation of Prospective Employers"

and a reminder about Session II.1. Students were encouraked

to complete the "personal inventory" before the third

seminar session.

F. Seminar Session III - Iob Hunting Skills and Tech-

niques. The final seminar session, as stated earlier, waH to

be held after the student had time to prepare his "personal

inventory". At the third session the student was assist(d in

beginning to prepare the necessary written materials for a

successful employment search. This first involved an exam-

ination of the completed "personal inventory" before looking

at the process of preparing a rebumd. Students were encour-

aged to set a specific occupational objective and then bitild
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the resume to support that objective. The students were

given the handout entitled "Guidelines For Writing A

R sump "(see Appendix D).

Additional topics covered in Session III correspond *..o

the other handouts found in Appendix D. They are: "Letter

of Application," "The Job Application," "Interview Preparition,"

and "Middlesex County College Job Placement Services." The

last iten was cited at this point to underscore the Credei-

tial Service-and Additional Sources of Employment Leads. In

some seminar groups, where time had not run out, an opportu-

nity was provided for students to role play a job interview

to better prepare for the up-coming on-campus recruitment

phase.

Sessions I, II and III were held between February 4

and February 15, with all four sections of Session II meeting

simultan ?ously on February 8. Tle on-campus recruitment

phase was scheduled to take place from February 22 througt.

March 10 and the deadline for student registration for inier-

views was set at. February 16. Students were therefore

encouraged to complete their credentials information and

develop a reisuda before the interviews.

On-Campus Recruitment

The scheduling of interview time and space for the

fifty companies planning to visit Middlesex County College

was a task handled largely by the Placement.Technician.
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She prepared a folder for each company and guided students

as they signed up for one or more interviews. The companies

are listed in Appendix E, followed by a copy of the college

Interview Form which students were encouraged to complete.

If a student had not developed his own resume', then copies

of the Interview Form were made from his original so he could

hand a copy to each interviewer° This was an additional

service of the Placement Office .1.1 an effort to help students

secure employment following graduation°

Mlle 4 indicates by curriculum the total number of

interviews scheduled with the employers, the results of tie

interview (positive, questionable or negative) as indicatIA

by the interviewer, the number of students who did not ap?ear

for a scheduled interview, and the number of students who were

interviewing° The total number of students not keeping

appointnants (17%) was a disturbingly high number.

It will be noted in Table 4 that there is no referen2e

to students in the Health Technologies program. This is 30

because students in these curricula have typically had a

large ntmber of employment opportunities made available t)

them. The Placement Counselor cooperated with the Health

Technolcgies staff in setting up a hospital recruitment

program on April 10, 1972.

The figures in Table 5-A indicate by curriculum the

weekly Ealaries reported by companies participating in
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on-campus recruitment. In most cases the number (N column)

of participants reporting salaries is so low that the

average salary has little validity. Therefore, the actual

salary offers reported by students in May, June and July,

shown in Table 5-B, give a more accurate picture.

The Placement Counselor alEo reported in Table 6 th3

number of companies interested in each curriculum, the

number cancelling interviews affecting each curriculum, :he

number of companies whose needs were inappropriate for that

curriculum, the actual number and the titles of the positions

for which they were recruiting. As evidenced by the sta.:is-

tics, tle three curricula most in demand were accounting,

secretarial science and chemical technology.

Ths campus interview is used by most employers as a

screening device whereby selected applicants are referred

to the company offices for more extensive evaluation.

Usually there are no specific offers made in the initial

interview. It is normal practice for company recruiters

to be highly selective, particularly when the positions

to be filled at that moment are few in number. It is also

typical, however, for a recruiter to be sensitive to nervous-

ness and lack of skill in inter\dewing on the part of the

students. Most interviewers conmented to the Placement

Counselor how impressed they wexe by the high level of

preparatidn many students exhibited. This was taken as an
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indication that the efforts at p::e-interview employment pre-

paration had paid off Recruite:7s were also impressed with

the academic preparation of studcnts°

Luncheons were scheduled each day of the On-Campus

Recruitment phase so that faculty members would have the

opportunity to meet recruiters and discuss particular curricula

and employment opportunities° Also, particular students were

usually mentioned by the recruiters as they sought to get

further indications of qualifications.- The recruiters also

offered their evaluation of the students, Most recruiter;

appreciated the luncheon meeting with the faculty and eve-1

commented that they had not experienced this practice on

other campuses. As of June 20, 1972 the placement of students

interviewed during late February and early March is sum-

marized in Table 3 (p. 47) which shows 285 placements,

including 70 positions in the Division of Health Technoloi;ies.

This meals that placements related to areas of on-campus re-

. cruitment numbered 215 on June 20, 1972.

A. mere up-to-date evaluation of placement success in

1972 is illustrated in Table 7. It should be noted that in

1971 a tDtal of 149 students were placed which is 30% of the

Class of '71 (502) while this year there were 229 placements

or 40% of the Class of T72 (577), a ratio gain of 10%. The

actual nmber gain was 80 or an increase of 53% over the

prece ding year. Such a significant increase may well indi-
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cate the overall success of the placement efforts, especially

the employment preparation phase.
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MEASURING THE EFFECTIVENESS 01;1 PLACEMENT PREPARATION

The placement gain in 1972, compared to 1971 (see Table 7),

clearly indicates a better placement record this year than was

accomplished last year. An assumption of the counseling ser-

vices staff is that the Job Placement Preparation phase as

the key reason for this obvious success. This would support

the assertion made earlier that better preparation of the

job-seeking seniors of the college would result in their more

successful placement.

The QueE,tionnaire

To measure the effectiveness of the Job Placement PI2-

paratior. Seminars this writer designed the questionnaire

which appears on the following page. This questionnaire

was sent: with a covering letter and a stamped, addressed

return Envelope to the 276 students who attended the session

of Mr. hay Ziegler and filled out the Session I sign-up

card. 'Ale questionnaire asked for some basic personal

information, while preserving anonymity since a student was

not required to state his name. Each respondent was then

asked to evaluate each session h.! attended by rating key

aspects of the session as 'qery Helpful," "Moderately Help-

ful," "Of Little Help," or "Of No Help." Item 27 on the

questionnaire asked for specific suggestions for improving

future Job Placement Preparation Seminars.



PARTICIPANT EVALUATION OP' JOB PLACEMENT PREPARATION SEMINARS
MIDDLESEX COUNTY COLLEGE Jan. 27 -Fob. 15, 1972

Instructions: Please complete the Personal.Information section and answer each question
about the specific seminar sessions you attended.

(..--)e.sfionna.ireS moitleci = 276
A. Personal Information Pe .41-1.5 -For 44 cc,rhple.fe. resperise5 or 2.3.1%/.

1. Curriculum:

r

a. dr LA d.

b. / LA Sci. o.
c. / LA Duo. f.

i7 Acct. g. / HRM j. /4' CT m. 41- MT
-6 ,Mkt. h. g cs k. -T ET n. -.61-- NE rohll
7 Soc.Sci. i. ES 1. -19- LT o. .2 RT 14

2. / am: a. 43 Dingle; b._ /2 married; c. -450- separated; d. / divorced )14) answer, .eyZ
3. Upon graduation I plan to:

a. 39 work full-time d. /5 attend school part-time
b. Z. enter military service e. / work part-time h o ctra(A.ACrr./
c. 2/ attend school full-time

B. Presentation of Mr. Ray Ziegler in HT Amphitheater
Item to Evaluate:

4. Total presentation
5. Advice to select a job you will enjoy
6. Concept of "selling your skills"
7. Idea of knowing your "life mosiac"
8. Idea of doing a "personal inventory"
9. Emphasis on a well-developed resume

RESPONSE (Circle appropriate number)
Moderately

Helpful
332'76
34.2 (03
742 tio
21252
74-2 48

132 2G
34.2 68

Very
Helpful
20120
14 1 14-

381 31
1.5 1 I5

291 22
44.1 42.

10. Point that a person can be "underemployed" 16 1 16
113

C. Session One - Demonstration Interviews and Distribution
11. Demonstration interviews ?lei 1 29
12. Participation of "indudtrial representative"311 al
13. Instructions for completing "personal

Of Little Of No
Help Help
µ3 -949
103 3o 34 11
,23 6 14 4-

153 4 5" .4
8 3 24 1 4 4
43 IL 24 R
9 3 27 1,4 8

1.560

Inventory
5 3 15" $4-
/03 iS 44 -4-

of Personal
2(12 $2
142 4s

inventory" tq 1 19 302 i>0 113 33 1 4 4
741 160 4D. Session Two - Information About the Job Market and Experience of Past Graduate's

lq 2 la 103 30 24 53
14. Job Market Information
15. Alumni presentations
Rate the "Handouts" as follows:

(q 1 1,1

141 P-f

16. Comparative Salary Date - 1970 & 1971 1,7 1 17

17. Entry Level Positions 14114.
18. Names of companies hiring for each curriculum181 13
19. Salary ranges paid by v...rious typos of

employers 151 IS
20. Bachelor degree vs. Associate Degree

salaries & positions )71 17
114-

E. Session Three - Discussion of Personal Inventory, Resume P
Application and Interview Preparation

21. Reviewing the "Personal Inventory"
22. "Guidelines for Resume Preparation"
23. "Guidelines for Letter of Application

Preparation" 17 1 17
24. "Guidelines for Completing the Job

Application" AD 1 16 1(52 32. 53 )5 4 4
25. "Role Playing of Job Interview" (if done) 121 12 122 14- 23 (0 14

43Y- - 13s 12. 17-
26. If you attended Session I but. not Session III, please check the appropriate

42 28 1103 LW 54 20

)82 36 133 3I 24 9
25Z SO q3 27 3 4 a
2/2 qf 93 17 2 4 ti

2.72 54- (p3 IS 24 8

212 IX 43 27 14
ze/4 -z.ao

reparation, The Job tD8.

Ilo 2 32_ g 3 2.A# f 4

102 to 33 q 49-4 8-

J5 2 30 (3 1g 0.4

13 1 13

2b1

reason below:
a. -e- I was ill

wasn't interested
c. J I didn't need the help

d. 7w i forgot the time
e.11LI hadn't done the "Personal Inventory"
f. I had a conflict
g. 6 Other

27. Pledoe make specific auggeations for improving the future Job Placement
Preparation Seminars. (Use back of sheet)

22 responses off'exect Number oC- Respomes BLUE
or Left Pr.,14wto under ectch
go:4.4.110N

VvetaiNhect trials it, or p,;(11.1t.umw.
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Nunber of Responses. A period of approximately four

weeks elapsed between the mailing out of the questionnaire

and the final tabulation of responses. Out of 276 students

contacted there were 64 complete responses which represents

23.1 per cent of the participants. Of the 64 complete ra-

sponses, there were 22 respondents (about one-third) who

took time to attach evaluative, comments, as well as rate

the sessions attended. In terms of attendance at the four

sessions, the responses indicate that while 61 attended

Mr. Ziegler's Presentation and Session One, only 51 (79%)

attended Session Two and just 38 (59%) returned for Session

Three. This corresponds to the noticable drop in attendance

between Session One and Three observed by the seminar leaders.

The dis:repancy between 64 and 61 reflects the fact that

three respondents only evaluated some of the handouts they

had sec-]red and not the sessions.

Curricula Represented by Respondents. It is significant

that the largest curricular groups indicated in the respcnses

correspond to the groups which'have the highest placement
---

level. The percentages of respoddents by curriculum are

reported in Table 8. The curricula are Civil Technology,

Accounting, Computer Science and Secretarial Science.

\



)13

TABLE 8

LAR3EST RESPONSES ON QUESTIONNAIRE BY CURRICULUM

Curriculum "N" (64 total) Percentage (64=:_00%)

Civil Technology 14 21.8%
Accounting 9 14.0%
Computer Science 8' 12.5%
Secretarial Science 7 10.97

It can be reported that these same four curricular

groups had a very high level of placement. The break-

down in Fable 9 is used to determine what percentage of

the graduates seeking employment were successful as of

July 13, 1972. The percentage is computed by adding col-

umns (b), (c) and (d) an' dividing the total into column

(b)0 Thu number placed and percentage follows each.

curriculum.

Curriculum No. Placed No. Seeking Percen :age
Jobs

Civil Technology 9 9 100Y,
Accounting 18 21
Computer Science 17 23
Secretarial Science 23 30 77".

CoMparing the above data with that of Table 8 sugges:s

several things. First, the 100% placement of Civil Technol-

ogy students closely corresponds to their 100% participation

(all 14 students) in the preparation seminars. Such a high
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level of response was undoubtedly prompted by strong faculty

support pf the placement preparation phase. All other curric-

ular groaps show a 25 per cent or lower response on the

quetionaaire. Assuming that each group participating in the

Job Placament Preparation sessions submitted questionnaire

responses in proportion to 23 per cent of the total, then

presumahLy a very high percentage of students in the other

curricula also attended one or more of the sessions.

A. second conclusion drawn from a comparison with

Table 8 is that there is a high positive correlation in four

curricula between attendance at the placement preparation

sessions and success in securing employment.

Under the "Personal Information" category on the question-

naire it is noted that 43 of the 64 respondents (67%) were

single a:1d 39 of the 64 (60%) planned to seek full-time employ-

ment upon graduation. However, another 32.8 per cent(21 of 64)

who responded to the questionnaire planned to continue full-

time cor.ege work upon graduation. Most of these students

could probably see the value in gaining employment preparation

assistance for later use.

Response to Mr. Ziegler's Pr?sentation. Most of the

sixty-one respondents rating the session found Mr. Zieglei's

presentation to be either "Very helpful" or "moderately

helpful". From the weighted resp)nses to Part B of the

questionnaire, item 9 was rated highest under "very helpftl"

category. The "emphasis on a well-developed resume"" was e
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key thrtst of the speaker as he demonstrated the important

functior of that document in the job search. Closely related

to the vaell-developed re'sume'" is the "concept of selling

your skills" (item 6) which scored next on the "very helpful"

scale. Third in the ratings under "very helpful" is item 8

on "personal inventory". In the process of preparing an

effective resume it is important to first complete a

"personal inventory". Other items highly rated as "moder:Itely

helpful" dealt with "advice to select a job you will enj,)y"

(item 5), "the point that a person can be underemployed"

(item 1C), and the "idea of knowing your life mosaic"

(item 7)0

Evaluation of Session One. The first seminar session,

focusing on the job interview and the "personal inventory";

was quits well attended. The questionnaire respondents gave

the highast rating under "very helpful" to the "participation

of the industrial representative' (item 12) with the "dem-

onstration interviews" (item 11) rated slightly lower. The

industrial representative participated in the demonstration

as the interviewer. Combining the "very helpful"

and "moderately helpful" ratings the "demonstration interview"

was considered slightly more useful than the other two items.

However, the weighted totals--817 79 and )9 respectively or

items 11, 12, and 13--vary only ,.lightly. Thus the difference

can be considered insignificant.
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Evaluation of Session Two. Attendance at the second

seminar, which consisted of four large group meetings with

the breakdown by curriculum, was somewhat lower than that

at session one (50 compared to 61 in the sample). The job

market .fnformation (item 14), which was in the form of hand-

outs and data projected on a screen, was rated most helpfdl

compare to the alumni presentations. A significant number

(21 stueents) rated the alumni presentation as being of little

or no help.

Of the handouts, those items topping the list as most:

helpful were item 19--"Salary Rar.ges Paid by Various Types

of Emplcyers," item 17--"Entry LEvel Positions," and item 18 --

"Names et Companies Hiring for Each Curriculum."

Evaluation of Session Three, The item which was rated

highest by the sample of 38 respondents was, not surprisiigly,

the hand Dut concerned with "GuidElines for Relsum&Prepara:ion"

(item 22). In terms of combined weighted rating of the mast

helpful items at session three, however, items 24, 23, 22 and

21 scored highest in that order. At the top was the handout

on "Guidelines for Completing the Job Application." The

relative rating scores are so close together, however, thdt

the difference between the importance of these items is

negligible.

For a variety of reasons 40,6 per cent of the respondents

didn't attend session three. Th:.s writer included item 26,
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on reasons for not attending session three9in an effort b

determine whether or not the task of completing and dis-

cussing the "personal inventory" had discouraged participation.

The questionnaire results do not affirm or deny that tentative

hypothesis.

In terns of total evaluation of the Job Placement Pre-

paration Seminars, a hip percentage of respondents to thu

questionnaire rated the sessions as very helpful or moderztely

helpful. The percentages rating Sessions One, Two and Th:.ee

as help 11 to very helpful were E7%, 74t-and 85% respecti,'ely.

Suggestions For Improving Ft.ture Seminars. Twenty-two

respondelts to the questionnaire attached comments to the:.r

returned evaluation sheet. Several of these suggestions i,re

worthy o'f mention. The most prevalent response emphasize(

the fact that both secretarial science and retailing studEnts

had already been given guidance in such things as re"Isum6 Fre-

paration in their regular classes. Coupled with this was the

suggestirn that the placement preparation be included in the

regular 'curriculum. One student criticized the faict that the

seminars were held after class hours, and two others registered

negative comments because they felt the sessions were too

long and the process too demanding. Several student

respondeats suggested that the greatest effort be focused on

ngsum6 preparation, and that sample resumes be distributed.

Two students pleaded for more homogenous groupings by
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curriculum. And, while one studelt admonished the leader-

ship for overexaggerating the pre)lem of finding suitable

employment, two other students en::ouraged a greater emphasis

on being truthful about the diffi:ulty the two-year college

graduate has getting a position in the business world. Iii

essence, the bulk of the suggestions recommended only a

few minor changes in the employment preparation phase of the

placement. program.



PROJECTED CiANJES IN THE PLACEMEW PREPARATION PHASE

Now that the 1971-72 academic year has ended at Middle-

sex County College and the Placerent Counselor has reviewcd

the eval,Aations of the Job Placenent Preparation phase, as

well as other aspects of the placement program, the following

changes are projected for 1972-73. The employment preparation

seminars will be expanded somewhzt, with emphasis upon the

timing aad availability of nhe sessions.

Freshman Placement Orientation Seminar

To begin with there will be a new seminar in December

entirely directed to the freshmat class. This new under-

taking, produced in coordination with the Transfer Counselor,

will present to the freshmen an cpportunity to share the

experien:es of the two-year grads ate who obtains employment

immediately upon graduation, the graduate who transfers to

a four yaar college and subsequently the transfer graduat

of the four year college. The seminar will focus on the

advantag2s and disadvantages of each path to assist the

freshmen in making an intelligent decision regarding tran;-

ferring and/or employment. Participants will be alumni

representing each of the above categories, The need for :his

seminar as been observed by the Transfer and Placement

Counselorsin discussions with faculty and students. As
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one can seeothis use of alumni hats been one aspect of the

previous senior preparation seminars.

The three session pattern of the past fear's employment

preparation seminars for seniors trill he adapted slightly to

include en interviewing technique?, seminar, a job hunting

techniques and preparation seminar, and an alumni sharing

seminar. The following information is based on the written

projecticns of the Placement Couru.elor, Mr° John Herrlingo

Alumni Seninar

The seniors will also have ail opportunity to meet and

hear from recent and older graduates of their own curricuLtm

to learn the reality of the employment for which they have

been preparing. The alumni speakers will be asked to relat:e

their experiences in seeking and securing employment, as

well as their employment experiences. Additional topics

will include the relevancy and assistance provided by thei7

college education, on-the-job training experiences, and thy:

value of the two-year education as viewed by employers° An

Informal iiscussion will follow the formal account,

Interviewing Techniques Seminar

The assistance in preparing for the On-Campus Recruit

ment interviews will be offered in February 1973. The foci-)

of this seminar will be interview preparation, demonstration

interviews,' and interview role playing. Industrial persomel
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managers will again assist in the demonstration interviews.

And, in addition to the live interviews, previously video-

taped in .crvicws will be used to add additional depth and

variety :o the session.

Upo-1 completion of the demonstration interviews, the

students will be assisted in doing employer research, question

preparat-on, self -asset research, and anticipation of and

preparat on for employer questions. Additionally, the pua-

poses ansi procedures of the on- campus interview will be

explored. Remaining time will be devoted to the role-

playing of various interview situations by the students.

Job Hunt.ng Techniques Seminar

Thi; seminar will take place in April and May to assist

job-seek ng seniors in preparing the written material

necessar:' for job hunting (r6sum& and letter of applicaticn),

learn jci) hunting techniques and 2mployment sources, and

assess the factors to be considered in a decision regardirg

an employment offer.

An employment sources booklet will be prepared for each

curriculum. It will include information on employers who

have listed job opportunities for past graduates (of that

curriculum), potential employers based on the Placement

Office's research, and salary data for the curriculum's

graduates. .Also to be included in the booklet is a curriculum-

oriented sample r6sume' and letter of application.
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Rationale For Changes in the Preraration Phase

The proposed 1972-73 Employnent Preparation Seminars

at Middlesex County College vary somewhat in format from

their pr,2decessors this year. First, they are to be held

at times. more advantageous to th( student in his job search

process. Second, the seminars will be organized divisionally

and take place either during regular class hours or will be

offered at staggered times durinz a one-week period. Third,

they will be more responsive to student needs now that the

first efort at placement preparation has been attempted

and evaluated.

The:e will be an important nissing ingredient next

year to stimulate student interest and motivate them to

work at :he job search process. That ingredient is the

person oT. Mr. Ray C. Ziegler. Naturally this source of

motivatirn will rest upon the Placement Counselor and the

faculty. Now that Mr. Ziegler has shown the way, the hopE

is that its insights and emphases can still be shared by

these °tier persons.

A t!chnique of communication to be used more extensively

in the projected seminars is that of video-tapSng. The video

playback equipment available at the College :.an be utiliz(d

to provide make-up sessions for any students who are pre-

vented from attending the "live" sessions. The projected

"Career lab" in the Counseling Center will also provide nog
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taped and written materials on occupational areas and

positions. A microfiche reader End a portable video-taping

unit are projected for future purchase and utilization°

Changes En On-Campus Recruitment

Projections call for a two-phase recruitment program

on-campus in the Spring of 1973. In March the larger com-

panies Vio do their recruiting only in the early months o..7.

the Spring semester, and who are able to project openings

for June, will be scheduled to interview seniors. The pro-
_

gram will be two weeks in duration.

In April and May there will be another on-campus re-

cruitment phase to allow employers, who are unable to project

openings more than four to six weeks ahead, to recruit seniors°

This wilL be particularly advantageous to small employers and

to employers hiring graduates of the Secretarial Science iind

Civil Technology programs. Seniors will be scheduled for

intervieas according to priorities set by the Placement

Office. This will be particularly necessary where a large;

number of students wish to be interviewed by a limited

number of employers.

As with this past year there are plans to hold facul:y-

recruiter luncheons during the on-campus interviewing per.ods.

The luncheons will be scheduled in advance and coordinated with

department chairmen to insure appropriate representation.
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Als(,, in the coming year the Placement Counselor plans

to place more emphasis on individual counseling sessions

with each person registering with the Placement Office to

assist the applicantanalyze his employment goals, review

interview preparations, and describe Placement Office

procedures.

One further projected project: of the Placement Office

is worthy of mention as it related to the placement of this

yearls graduates. With the goal )f assisting the College

and the Placement Office in evaluating academic and vocational

preparation, a follow-up study of the June graduates who

obtained employment will be condu:ted in October and Novem-

ber 1972, The study will focus oa graduates of terminal

programs and will attempt to evallate employment successes,,

preconceived versus real perceptims of the working world,

and an in-depth analysis cf,the relevancy of the graduate s

experiences at Middlesex County College.



CHAPTER V

SUMMARY AND CO4CLUSIONS

Placement Preparation Is the Key

This writer is convinced by the results of the 1971-72

program in Job Placement Preparation at Middlesex County

College that such pre-interview 1p-reparation is the key to

community college graduates securing suitable employment

after their two-year course of study. It is difficult to

dispute the data which shows the significant increase in

placement success of the 1972 Middlesex County College

graduates when compared with the 1971 graduates. All evidance

points to the fact that graduating seniors were, on the whDle,

more successful than their predecessors of last year in secur-

ing good. jobs. This is so largely because they had been

assisted in being better prepared to sell themselves to tha

employer when they were interviewed. A comprehensive pre-

interview preparation process included the "personal inven-

tory," setting the job objective, preparing a resume, and

learning the techniques of being a good interviewee. Also

included in the preparation were guidelines for completing

the job application, writing the letter of application, &Li

other employment search.techniques. The seminar sessions,.

led by prepared counselors and involving industrial recruiters,

96
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provided the context for covering all the necessary steps

o
leading 6n611 adequately prepared job-seeker. The motivation

and guidznce given by Mr. Ray C. Ziegler contributed measur-

ably to the success of this initial effort at placement pr3-

paration of seniors at Middlesex County College.

It has been shown in the Civil Technology curriculum

that the degree of involvement of the faculty in the place-

ment program can make a real difference. One way such

involvement does provide a needed element is the encourage-

ment and support the faculty can give to students during t'ie

job-search process. The securing of successful employment

in today s tight job market is not easy. Students under t'ie

simultaneous pressures of completing their two-year colleg?.

educatiop and seeking employment are often likely to get dis-

couraged and try to short-cut the job search process suggested

by the Placement Office. Therefore, instructor and counselor

support zre often needed to motivate the students to do tin)

necessary work to land the right job. Placement experts

agree that the job search can be a full-time task if taken

seriously. But the results of such diligence are often trily

astonishing to the job-seeker who May sell his potential siort.

A key need in the placement preparation phase for the com-

munity college student is that th? Placement Office staff

"tell it like it really is" in tie labor market. That means,

at the least, convincing the job applicant that he needs to

sell himself to the employer. And to sell himself he must
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know whc he is and what he has to sell in the way of expe-

riences and training.

Knowing oneself--in terms of successful educational

and employment, as well as extracurricular, accomplishment's --

is the aim of completing the "personal inventory". The

counseling staff at Middlesex County College, including this

writer, has come to see the value of using the "personal

inventory" as a tool in career counseling and the placement

process. A self-assessment helps the student see how much

he has going for him as he is evaluated in terms of what he

can produce. In a very real sense the best way to measure

future pDtential is to evaluate Fast performance. The common

experience of persons who complete the "personal inventory"

is that )f being very surprised that they have accomplishLd

so much yhich can be called successful. As a person completes

his inventory he is involved in Fiecing together his "life

mosaic" and thus seeing his whole personality for perhaps the

first time. Such a process can have immeasurable benefits to

anyone who completes it. After the "personal inventory:' then,

the setting of an employment objective and development of a

pithy re'sum'e becomes much easier. Basically the resume" is

the interview getter and will answer the recruiter's principle

questions even before they are verbalized.

Once the interview is underway the job-seeker is called

upon to he a good listener and answer the interviewer's
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inquiries concisely and openly. The initial job interview,

especially when on-campus and only about: twenty-five minutes

in length, is crucial for the interviewee. He either is

screened out then or considered for further interviews which

are usually at the company office's. Therefore, pre-interview

preparation of the senior job-seeker is very important. A

well-preoared interviewee will usually always be given

further consideration over the person who lacks self-confidence

and posEa.sses few, if any, interl'iewing skills.

Employer Relations Must Be Cultivated

It is obvious that the resp(mse of only about 50 com

panies to the invitation to recruit on campus at Middlesex:

County College, when over 800 we:e invited, indicates a need

for further cultivation of emplo;ers. The Placement Counselor .

projects a greater number of botl industrial visits at the

plant site and on-campus visits by employer representatives.

This will call for greater cooperation on the part of the

faculty of the terminal curriculi... Department Chairmen need

to work closely with the Placement Counselor. The observation

of this writer is that Mr. Herrling haS made, and will coltinue

to make, every effort to establish a close working relationship

with both the college staff and company personnel managers.

Measurirg The Results of Placement

To adequately measure the results of the individual

and group placement counseling efforts it is necessary to
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develop evaluation procedures not yet utilized. The Place-

ment Coulselor plans one kind of follow-up on June 1972

graduates in October and November 1972. They will be asked,

among other things, to evaluate tne placement process. Pres-

ently the only type of evaluation of the placement process

is that of numbers of students employed and their reported

beginnin::, salary. Such a quick survey of graduates done at

and shortly after graduation cannot adequately measure the

effectiveness of placement efforts. In addition, unrecorced,

occasiomil verbal feedback is insufficient. Therefore, this

writer recommends a periodic follow -up process to provide

both immediate and longer range feedback from graduates. Since

Middlese:: County College has now graduated its fifth class

since 19,18, it would be useful to begin a follow-up process

to surve:, accomplishments of formhir graduates. Information

on those who transfer and persist until the bachelor degree

can be o.)tained from the upper "le.rel college, but such in-

formation is not as readily available from employers. Ho,ever,

an attempt to get employer evaluations of Middlesex County

College ;graduates could also be made to proide further data

for meas'iring the effectiveness of college preparation and

placemen:.

A Final Comment

Thi; study seL out to describe the 1971-72 placement

program at Middlesex County College and especially focus on
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the Job Placement Preparation phase. Having accomplished

this goal, the writer feels compaled to state again his

belief that the total placement program at this central

New JerE.2y community college is .)oth successful and com-

prehensive. It is a program of which Middlesex County

College can be proud. And the former and future graduates

of the college are the beneficiaies of a carefully designed

and skillfully executed program ,,hich attempts to meet the

specific needs of the individual student who seeks satis-

fying enployment compatible with his academic preparation

and perE.onal objectives.
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Middlesex County Coll ge

EDISON, NEW JERSEY 088 7

(Sample Letter to Employers)

B-1

(201) 548.6000

Middlesex County College is a two-year community college located
in Edison, New Jersey. It was established in 1964 by the Middle-
sex County Board of Freeholders to provide the highly industrial-
ized Central New Jersey community with a source of technical
talent. The graduate of Middlesex County College is f,rovided
with the skills necessary to fill the void between the skilled
craftsman and the high-level professional. Our graduates have
filled responsible positions in this area's pharmaceutical, chemi-
cal, electrical, mechanical, and computer industries in addition
to independent enterprises.

Descriptions of the curriculums are enclosed to provide you with
a vehicle for matching your employment needs with our graduates.

This year, as in the past, Middlesex County College is sponsoring
an On-Campus Recruitment Program during February and March of 1972.
I would like to invite you to participate in the program by indi-
cating on the enclosed form those dates most suitable for you, and
in addition, select those curricula whose students you wish to
interview. Please return the completed form by December 1, 1971.

In addition to the On-Campus Recruitment, and, as.a service to you,
a job listing program will be in operation on a continuous basis.
This program provides you with an opportunity to recruit students



ii-2

and graduates-'for both full-time and part-time positions by simply
phoning in the opening descriptions and allowing us to attempt to
match the opening with the background of the students and graduates
listed with us.

I would welcome the opportunity to visit your facilities and dis-
cuss in depth the college, our students, and curriculums so as to
initiate and explore a mutually beneficial relationship.

If you have any questions regarding the above, please feel free
to call on me at any time at 548-6000 Ext. 286.

Sincerely,

JH:ar

Enclosures

John Herrling
Job Placement Co rdinator



Middlesex County College

EDISON, NEW JERSEY 08817 (201) 548.6000

This letter is written in confirmation of your scheduled recruit-
ment visit to Middlesex County College on

You will be informed of the total number of students .on your
schedule three days prior to your visit. A full schedule would
begin with a 9:20 a.m. or 9:30 a.m. interview and end by 5 p.m.

Enclosed are maps to help you in locating Middlesex County College.
You may park in Parking Lot 3 or 7 in the areas designated for
visitors.

If you are interested in seeing a particular faculty member or
someone from a particular department while you are on campus,
please let us know before your visit so that we may be able to
arrange the appointment for you.

We appreciate your interest in our graduates and look forward to
meeting you.

JRH:ar
Enclosures

Sincerely,

r'

11,.hn R. Herrling

f
Job Placement Coor. nator



COUNSELING SERVICES
Placement Office

MIDDLESEX COUNTY COLLEGE
Edison, New Jersey 08817
(201) 548-6000 Ext. 286

REQUEST FOR RECRUITMENT DATES

Company

Address

Person requesting the recruiting schedule: Title

B.

Phone

Recruiter or recruiters responsible for visit: Title Phone

1972 Recruitment Dates: February 22, 23, 24, 25, 28, 29, March 1, 2, 3, 6, 7,

8, 9, 10. Dates preferred: First Choice Second Choice
Type of schedule desired, check one: 30 minutes, 20 minutes

11PC ck the curricula whose students you wish to interview

Chemical Technology
Biological Technology
Electrical Engineering Tech.
Mechanical Engineering Tech.
Civil Engineering Tech.
Computer Science
Liberal Arts - Science

Liberal Arts
Accounting
Marketing
Hotel-Restaurant Management
Secretarial Science
Rehabilitation Assistant
Retail Management and Merchandising

If you are interested in interviewing students from several curricula and plan
to send more than one interviewer, please indicate the curricula that each
interviewer should have on his schedule. If no preference is stated, students
in the curricula you have indicated will be allowed to sign up on any of your
schedules.

Number cat recruiter:4 yuu pidn to send
Separate interview schedules will be arranged for each recruiter you send.

411
Please return this form by December 1, 1971.
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COUNSELING SERVICES
Placement Office

MIDDLESEX COUNTY COLLEGE

Company

Please indicate the nature of openings you hope to fill. This information

will be given to students prior to your visit.

lease return this form by December 1, 1971.



MIDDLESEX COUNTY COLLEGE ASSOCIATE DEGREE PROGRAMS

Business Technologies

A common first year provides each of the business technology stu-
dents with an in-depth orientation to the business world. Business
organization and management, business mathematics, business law,
and accounting are examples of this first year's course work.

Accounting Option

Provides the future accountant with further orientation to the
business world through courses in economics and advanced business
law in addition to an advanced accounting curriculum. A total of
27 hours of accounting includes accounting systems and procedures,
cost accounting, intermediate accounting and tax accounting.

Marketing Option

Provides students with both theoretical and practical knowledge of
marketing fundamentals, including product planning, pricing, channels
of distribution and promotion. Graduates of this option are quali-
fied for responsible positions in advertising, selling, distribution,
transportation packaging and product management.

Secretarial Science Program

Designed to provide the student with a broad range of subject matter
which allows the development of typing, shorthand, and office machine
skills and to provide valuable insights into the humanities, arts
and sciences, and the business world. The program develops oral
and written communication and the abilities, self-confidence and
maturity necessary for executive secretarial positions.

Marketing Art and Design Program

Provides unique, career-directed education which combines art, photo-
graphy and graphic arts with business and general education. Options
in either commercial photography or graphic arts. Emphasis on "hands-
on" experience to develop both creative ability and mechanical skills.
Fully equipped laboratories provide students with experience on the
latest art and photography equipment.



MIDDLESEX COUNTY COLLEGE ASSOCIATE DEGREE PROGRAMS

Engineering Technologies

Electrical Engineering Technology

Emphasizes the understanding of both the skills and the theory of the
field of electronics and electrical engineering. Through labora-
tory work, students become proficientrir\theuse of basic electronic
equipment. Basic courses include circuits, digital computation, and
advanced math and physics. Advanced courses include electromagnetic
devices, automatic control, manufacturing processes and microwave
principles. Graduates have been employed as technicians (research,
production, operations, communications), engineering aides, technical
sales representatives, and customer engineers.

Program accredited by the ECPD

Computer Science

Develops knowledge and understanding of business and scientific infor-
mation processing systems in addition to the operational skill neces-
sary to control computer systems. Additional emphasis on developing
problem solving skills in system design and analysis. Graduates have
been employed as junior programmers, data processing analysts, systems
analysts and computer operators, as well as technical assistants to
engineers and business managers.

Mechanical Engineering Technology

Emphasizes the methods, techniques, and principles of mechanical
engineering. Basic courses include engineering materials, engineering
graphics, statics and dynamics, and advanced math and physics.
Advanced courses include thermodynamics, material strengths, fluid
mechanics and mechanisms. Graduates have been employed as technicians
(development, production, machine design, tool design, quality control,
precision measurements, material testing), research aides, and
technical sales representatives.

Program accredited by ECPD

Civil Engineering Technology

Develops skills in drawing, design and surveying. Basic courses
include architectural drawing, surveying, material strengths and
advanced math and physics. Advanced courses include engineering econ-
omy, fluid mechanics, reinforced concrete design, steel design and
soil mechnics. Employment opportunities include construction inspector
and supervisor, surveyor, structural designer and draftsman, steel
and reinforced concrete detailer and materials tester.



411 MIDDLESX COUNTY COLLEGE ASSOCIATE DEGREE PROGRAMS

Scientific Technologies

A common first year of course work provides the scientific technology
sndent win a foundation in chemistry, biology, mathematics and
general education.

linlogical Technology. - Amplifies the student's knowledge and practical
slcills in anatomy, physiology, histology and laboratory instrumentation.
5-,7cific training includes: Study and handling microorganisms, histolo-
gial techniques, animal handling. Experience in operating_ pd Eialyzing
data from a variety of instruments including: infrared, visible and ultra-
vio;.et spectrophotometers, gas chromatographs, refractometersv_microtomes
an microscopes.

Graduat,Ishave been employed as laboratory technicians in pharmaceutical
firms, :!7ospitals, nniverSities and federal and state laboratories.

.gicfl_Te::11nolofTy - Proadens the student's knowledge and practical skills
in chemistry, chemical engineering, statistics and economics. Special
graining includes: Operating and analyzing data from a variety of instru-

ments including: digital readout balances, triple beam balances, pH meters,
infrared, visible and ultraviolet spectrophotometers, gas chromatograPhs,
acmic absorption instruments, polarographic instruments and differential
1 --!rmal analysis instruments. Experience in separati& techniques such as
.7,apr, column, thin layer chromatographs, fractional and vacuum distilla-

Zxpe:-.ience with the slide rule and desktop computers.

c:!vn.c.ed course work includes instrument analysis, organic chemistry and
:11s7lical engineering. Graduates have been employed in analytical testing.
.:.Tuality control. research and development, pilot plant and production
,ec."11co.e..

37717j)-ormental Science_ - Prcmides the student with knowledge in environ-
mental miczobiology, water and wastewater treatment, community sanitatior,

health administration. sanitary chemistry and technical graphics.

Scecific skills developed include: solution preparation. "standard method"
deJ-.e;minations including turbidity, pH, alkalinity hardness, chlorine, fluo-
ride. nitrogen. dissol7ed oxygen and I.O.D. ; sampling techniques used with
pa7.:t.iculate and gaseous pollutants including use of high volume sample::7s,
bubl-lers, inpinger wet test meter, rotometer, and fluorometers; and an

Aiederstanding of the principles of sanitation in the areas of communicable
Wsease, water treatment and protection, air pollution and its control and
treatment and disposal of human wastes.



MIDDLESEX COUNTY COLLEGE ASSOCIATE DEGREE PROGRAMS

Liberal Arts

Although Liberal Arts is primarily a transfer curriculum so that

most of these students transfer to a senior college, some Liberal

Arts students are interested in immediate employment; these stu-

dents possess a variety of skills giving them distinct verbal,

writing, and per3onal capabilities enabling them to make a positive

contribution to education, business, and industrial institutions,
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MIDDLESEX COUNTY COLLEGE

JOB PLACEMENT SERVICES
,--7

Information and assistance for job hunting is provided through the Job
Placement Service of the Counseling Center lo&ated in Center IV. A
variety of free programs and services are available.

ON-CAMPUS RECRUITMENT PROGRAM
An annual On-Campus Recruitment Program is arranged for seniors early
in the second semester. This program serves a variety of purposes for
both the student and the potential employer. For the student, it affords
a chance to bect familiar with a number of companies, to compare the
opportunities ana benefits that each has to offer and to weigh the
advantages and disadvantages of various types of work.

Typically, employers use the campus interview as an initial screening
device to select applicants who are subsequently invited to the employer's
site for further interviews. A decision is then made about offering a
student a specific position within the company.

JOB LISTING SERVICE
The Job Listing Service is designed to provide students with part-time
and full-time employment opportunities throughout the year on a contin-
uous basis. Area companies are encouraged to list specific openings

("for full-time employment particularly during the May through September
Iwperiod. As openings are listed with the Placement Office, students and

graduates who have registered with the Office are informed of the
openings. All students seeking full-time employment are advised to
register for this service.

EMPLOYMENT PREPARATION SEMINARS AND SESSIONS
A series of seminars are held prior to the On-Campus Recruitment Program
to assist students in preparing for the employment interviews and their
job hunting campaign. Additional assistance in interview preparation,
resume preparation and other areas related to job hunting techniques
are available.

CREDENTIAL SERVICE
All students are encouraged to complete materials for a Credential File.
These include a personal data information form, letters of recommendation
from faculty members or former employers, and a listing of completed
courses. (Official transcripts are requested from the Registrar's Office.)

Upon written request of the student, a copy of the file will be sent to
prospective employers. Credentials provide immediate information that
aid employers in their evaluation of you as a prospective employee. It
is only useful in your initial employment search, but in future years
es you change employers.

For additional information concerning these services, contact Mr. John
Herrling, Job Placement Counselor.
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ADDITIONAL SOURCES OF EMPLOYMENT LEADS
11,

Employment Agencies

Public
New Jersey State Employment Offices (services are free)
63 Morris Street, New Brunswick
347 Maple Street, Perth Amboy

Private (most are listed in the Yellow Pages of the telephone directory)
Employment agencies vary in their ethical practices. The non-profession-
al agencies typically have a big turnover of "counselors" and may try
to solicit applicants to join their staff. Their interest in placing
the applicant in any position so they can obtain a fee. They have little
or n& regard for the career aspirations of their clients.

The professional agencies tend to have smaller staffs who are well-trained
and experienced in placement and career counseling. They attempt to
professionally match the applicants career and employment goals with the
employer's need.

All private agencies are profit making, hence either the employer or
applicant pay a fee for their services. Those that charge the applicant
the fee usually require the applicant to sign a contract agreeing to
pay the fee. Most of the professional agencies charge the employer the
fee.

Newspapers and Journals

Newspaper Classified Ads
Local papers such as The News Tribune and Home News
Small town weeklies
Large city papers such as N.Y. Times, Wall Street Journal

Professional Journals (Faculty may be able to suggest the best ones)

Friends, Relatives, Professors

Let as many people as possible know you are seeking employment. They
may learn of possible openings even before they are advertised by the
company.



MIDDLESEX COUNTY COLLEGE
Edison, New Jersey 08817

To: Students and Staff of Middlesex County College

From: The Office of Counseling Services

Subject: Placement and Transfer Credentials

Any student wishing to transfer or locate a job after graduation from Middlesex County College
will find that the employer or college will need certain information from the Office of
Counseling Services, the Registrar, and the faculty. In order to be of service to the students,
the Office of Counseling Services will coordinate this information, provide the counseling and
generate and handle the necessary credentials. The steps to follow are these:

1. Talk to a counselor (as well as rac,:ilty and advisor) about your plans. We will
make available information on colleges and jobs.

2. Pick up "Placement Forms" - (a) Personal Data, (b) Academic Credentials, (c) three
Faculty Recommendation sheets' and (d) two mailing labels.

3. TYPE information on the Personal Data form as completely as possible. Don't list
references until you have spoken to them about your plans and receive their permission
to use their name. Those seeking college transfer should leave #15 blank.

4. On the Academic Form list first all courses taken, credits and grades, note courses
in progress with credits, and list lastly those which you will take fourth semester
and annotate as such in pencil in the grade column.

5. Type or print your parmanent address on two mailing labels.

6. Return the above forms to the Office of Counseling Services.

7. Take faculty recommendation forms to three faculty who know you best and from whom
you can expect the best appraisal. Ask them if they are willing to recommend you.
You should fill in the top--teacher's name, students name, MCC curriculum and year
of graduation, and college major or job title for which you are applying. The faculty
member will make recommendations regarding their appraisal of you related to those
stated career plans and will return that form directly to this office, since it is
confidential.

8. When you apply to a college or to a potential employer, notify this office that they
have requested your placement materials, giving the name and address of the place
they are to be sent.

9. At the same time, if an official transcript is needed, call or go to the Registrar in
Center III and fill out a "Transcript Request Form."

10. You may update the information on file by filling out new forms or adding (or deleting)
recommendations from previous employers or faculty at any time.

The information sent out by this office is supplied by you and you must make every effort to
make it complete and accurate. All students are urged to take full advantage of this service
as early as possible during their senior year so that credentials will be on file for college
transfer and job placement conferences during the year.

KBN/ap



EMPLOYMENT & COLLEGE PLACEMENT OFFICE
MIDDLESEX COUNTY COLLEGE
Edison, New Jersey 08817

PERSONAL DATA Date Typed

1. Full Name (last first) 2. Soc. Sec. #

3. Permanent Mailing Address Phone #

4. Current Address (use pencil here) Phone #

5. U. S. Citizen (if not, has declaration of intention been filed?
Male

6. Date of Birth* Place of Birth Height Weight Female

7. Condition of Health 8. Physical Disabilities

9. Marital Status No. of Children 11. Name of Spouse

12. Languages Spoken. Written

13. Branch of Service Date of Discharge

14. Hobbies and Interests

15. Types of Position you are seeking or prefer Location desired

II. EDUCATIONAL RECORD (list in chronological order beginning with high school all schools attended):

1. Name Location Date Degree

2. MCC Major Total Accumulative GPA GPA In Major Field

Semester GPA: 1st 2nd 3rd 4th

3. Earned % of Expenses 4. Scholarihips

5. Activities & Honors

III. EMPLOYMENT EXPERIENCE

1. Employment (include summer jobs). List most recent first. Include company address, date & position:

IV. References on file (at least 3). Include no relatives but include faculty for transfer and
employment. For employment you may include a previous employer. Give full name, address & position.

I hereby authorize representatives of MCC Placement Office to discuss my personal and scholastic
qualifications with prospective employers and/or college admissions officers in connection with my
endeavors to obtain acceptance or a position.

Signature

* New Jersey State Law prohibits discrimination on basis of age, sex, race and draft status.



MIDDLESEX COUNTY COLLEGE
Edison, New Jersey 08817

NAME DATE

ACADEMIC PREPARATION

List below the courses completed or in which you are currently enrolled. Do
not list course numbers, just the names. Please be accurate in listing the
titles, credits and grades. The following is an unofficial listing and an
official transcript may be necessary.

COURSE TITLE COLLEGE
NO. OF SEM.
CREDITS GRADE



MIDDLESEX COUNTY COLLEGE
Edison, New Jersey 08817

CONFIDENTIAL STATEMENT

Concerning Date

Re. College or
Career Plans

Curr. &
Class

You are requested to serve as a reference for the person named above. Since
references are duplicated by machine, please type or write, in ink.

In writing this brief statement, please give your critical appraisal of this
person in relation to his educational or vocational plans. Reference may be
made to scholarship, ability, breadth of interest, initiative, ability in
written and spoken English, qualities of leadership, ability to get along with
others, laboratory skills, manual dexterity, ability to record data accurately,
rank in class, work habits in a specific position (i.e., office, lab) as
applicable.

Capacity in which you are familiar with the work of this person, i.e., teacher,
advisor, employer, etc.:

Signature

Department or Organization Date

lase return to Counseling Services Placement Office, Center IV.



GUIDELINES FOP THE EVALUATION OF PROSPECTIVE EMPLOYERS

Evaluating an offer or offers of employment and ultimately deciding
your most lucrative career opportunity is a demanding task. The
following questions are designed as aids in that decision-making
process. All evaluations should be made after consideration of
strengths, weaknesses, and personal characteristics of the employer.

Job Responsibilities

Is the position you are being offered commensurate with what you
feel your education and experience have prepared you for?

- How does it relate to your preparation if it is different from your
designed goals?

Size of Company

- What are the advantages of a small company?

opportunities for more responsibility and diversity in job duties
more opportunities for vertical mobility (faster promotions)

- What are the advantages of a large company?

financial and employment security
- greater opportunity for lateral mobility (more diverse positions

Salary and Benefits

- Is the salary competitive with the area and national average?

- What is the length of time between salary reviews?

- What is included in the benefit package?

stock option?
- medical insurance?

major medical?
hospitalization?

- long term disability?
- overtime compensation?
- holiday and vacation time?
- expense account?
- tuition refund?
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Promotions

- On what are promotions based?

- merit?
- length of Service?
- age or maturity?

Union v. Non-Union

- What are the advantages and disadvantages of a unionized position?

- Advantages
- higher wages
- better benefits
- bargaining strength

- Disadvantages
salary increases not based on merit

- rigidly defined job responsibilities

- Is the union an open or closed shop?

0 Training Programs

- What is the philosophy and goals of the training and how does it
relate to your needs and objectives?

- How long is the training period?

- Is there a salary differential during the training?

- Upon completion of the program, what is expected of you?

- Is the training accomplished during working hours or after?

Geographic Location

- Does the location provide you with the cultural and social life style
you desire?

- Can you envision raising a family at the location?

Employer Climate

igw- Is the atmosphere relaxed or hectic?

- What is the attitude of the employees toward the company?

- Is there a large personnel turnover?



GUIDELINES FOR WRITING A RESUME

Purposes of a Resume

DURING AN INTERVIEW

. It attracts attention to your special abilities.

. It outlines all your personal assets and abilities for the job you want and yet is
not so long that employers will not find time to read it quickly.

. It provides you and the employer with an outline for the interview.

PRIOR TO AN INTERVIEW

. It excites interest in you as a potential employee.

. It encourages the employer to meet you personally and to find out more about you.

Techniques of Writing a Resuale

1. The following topics are typically included in a resume:

Objectives; Education; Work Experience; Personal Data

Individuals who have little work experience or part-time and summer employment may
indicate that the work was summer or part -time and emphasize what they gained from
the work.

Other topics they may include depending upon the individual and his interests and
achievements are:

Affiliations or Extra-Curricular Activities, Achievements or Honors, Specialized
Training (military or civilian, if related to job sought.)

II. How to Begin Writing a Resume

A. Start with your name, address, telephone number.

B. Objective: This is the key to your resume. Your objective should be stated in
terms of your abilities and accomplishments as proved by your experience (work
and educational) to date. The objective should (1) identify the level and
function of the job you want; (2) stress your strongest abilities, and (3) indi-
cate what you can do for the company.

It is not the manager's business to sort down through several paragraphs of work
experience to see if there is some way he can use you. It is your business to
state what you'are looking for rather than why you can do the job you say you want.

C. Education: Show the highest level of achievement including all degrees with the
highest first. Be sure to show dates. List any specialized training or technical
schools if they support your objective. State the facts in positive terms. If

you have completed 62 hours toward an associate degree, state it, but don't add
that you did not graduate.
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D. Experience: Show your best experience first (not necessarily your latest
job or military tour of duty.) As you describe your experience, don't simply
recite your duties and responsibilities and let it go at that. Write more in
terms of the scope of the work and stress facets of the work in which you were
the most successful, or which lend support to your objective.

Next., follow with other experience which supports your objective. Describe it
in the same way as your best experience. Stress experience which most clearly
proves your ability to perform successfully in the job you want. Give very
brief treatment to unrelated experience.

E. Other Facts or Assets: Such topics as outstanding personality traits (i.e.
ability to get along well with others, ability to supervise others); hobbies and
special interests may be mentioned. Anything cited should support your objective.

F. Personal Data: Date of birth, height, weight, and state of health.

Format of the Resume

As a general rule, one letter size page is enough. If your resume is longer than two
pages, it is likely to be ignored altogether. Busy employers simply do not have time
to burrow through a multi-page resume and they tend to resent resumes on legal size
paper.

gliContents and layouts of resumes vary as widely as the different individuals who apply
111Vfor jobs. Your method of organizing the separate elements of your resume is not as

important as the fact that you show some kind of orderly, reasonable process. Unless
you prove that you have a better idea, it is wisest to stick to a rather conventional
layout with straight lines and non-erratic paragraphing.

Your resume should present a good appearance--uncrowded with wide margins and plenty
of white space. If you have white space left over at the end of your resume, spread
the copy out and widen the margins to improve its appearance. Of course, correct
spelling and neat typing are essential. Marginal leads which show your accomplishments
at a glance are an excellent idea.

If you have your resume reproduced, it should be done by a good process such as multi-
lith or photo offset on top quality paper. The results will be more than worth the
small additional expense involved. Printing should be on only one side of the page.

As you prepare your resume, keep in mind that it should be an attractive, quick-reading,
broad-brush, factual account of your personal assets as they relate to work you want
(your job objective.)



INTERVIEW PREPARATION

The most important aspect of your employment search is the 30 to
60 minutes which you spend in the interview itself. Irregardless
of your educational qualifications, experiences and references,
if you interview poorly, then the entire effort is wasted.

The most logical method for interview preparation is to place your-
self in the position of the employer. What would you want to know
about an applicant if you were attempting to expand your staff?

- Wouldn't you appreciate the applicant having general knowledge of
your company and its products or services?

- Wouldn't you expect the applicant to have appropriate samp]es of
his work (where applicable) and records of achievement?

- Wouldn't you expect the applicant to have a written summary of his
education and employment history? (resume)

- Wouldn't you be favorably impressed by an applicant who appeared
organized in his response to your questions? (Attempt to anticipate
questions and think through your responses.)

- Wouldn't you be favorably impressed by a well-dressed and groomed
applicant?

- Wouldn't you react positively to an applicant who was positive about
himself, his achievements and experiences? (Take pride in your past
performance - display self-confidence in the interview.)

- Wouldn't you expect the applicant to give you his full attention
and to answer clearly your questions? (Avoid answering in mono-
syllables or slouching in the chair.).

- Wouldn't you react favorably to an applicant who displayed a
firm grip on his destiny, who had definite goals in life, and had
some ideas on how he was going to attain them? (Many applicants
lose out on jobs because they have vague, undefined ambitious or
unrealistic job objectives.)
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- Wouldn't you expect the applicant to be more interested in the job
than the salary? (Try not to bring up the subject of salary, let
the interviewer begin the discussion and remain flexible in your
response - your session II handout on salaries for your curriculum
should give you a good vantage point.)

- Wouldn't you expect the applicant to be timely in arriving and
departing? (The late-arriving applicant is likely to find a hostile,
annoyed interviewer and the candidate who lingers after the inter-
view's end may spoil any good impression he has made.)

A certain amount of nervousness is expected in an interview, don't
let it bother you (if you have prepared for the interview, you won't).
Be confident of your ability to do the job and highlight positively
your assets. You are selling your services to the employer and
your success or lack of it may influence your life's course.



THE JOB APPLICATION

Many companies request that a formal application be completed
before an interview. If you are prepared to complete the job
application, it can be done quickly and accurately. Your
neatness, accuracy, and adherance to directions will make a
favorable impression on the company representative. The fol-
lowing suggestions will make completeing an application less
of a chore.

1. Complete the application in ball point pen or ink.
Always carry an extra pen and pencil.

2. Print legibly or type. Neatness is important.

3. Read the instructions carefully before completing the
application. For example, if work experience is asked
for in reverse chronological order, be sure that you
present it in that order.

4. Know your social security number or have it with you.

5. Bring a resume along with you. It can help to refresh
your memory on exact dates of employment, attendance in
school, and military service. It also may help you
answer general questions or to recall additional
information that you want a prospective employer to know
about you.

6. Be prepared to list references. Have the name, business
address, and telephone number of persons who will be
willing to recommend you. If you have had previous work
experience, you may be asked for the name of your immediate
supervisor. If you have credentials on file in Middlesex
County College Counseling Service, note this at the end of
the reference section of the application.



LETTER OF APPLICATION ,4

The letter of application is the instrument for personally intro-
ducing yourself and a summary of your abilities to a particular
employer. It allows you to highlight assets as they relate to the
employer's needs, and where possible, address specific background
to a particular opening.

The first paragraph of the letter of application should include an
introducation of yourself ("Ju.le graduate of the business technology
program at Middlesex County College"), and an indication of how you
heard about the opening ("I am responding to your ad in the June 5
addition of the Home News"), or the company ("Mr. James Smith of your
Accounting Department has informed me "). The opening para-
graph should include a strong sentence arousing the reader's interest
in you as a prospective employee.

The second paragraph(s) should indicate how your education and
experience coupled with your objective can assist the company or
an operation of the company (brief facts about your experience
and accomplishments which will arouse the employer's curiosity).
When referencing a particular opening, an indication might be made
as to why and how you feel you are qualified for the position.

The concluding paragraph should include an indication of your avail-
ability for employment and remarks indicating your willingness to
meet with the addressee for a personal interview. (If you are re-
sponding to an ad which requests salary requirements, outline your
salary figure or your salary flexibility here.)

Some general points to keep in mind when writing a letter of appli-
cation include:

1. Type each letter individually.
2. Address each person by name and title.
3. Keep the letter short to hold the addressee's interest and

refer him to the resume for further details.
4. Keep a carbon copy for your reference.



A
C
C
O
U
N
T
I
N
G

T
h
e
 
f
o
l
l
o
w
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
h
a
s
 
b
e
e
n
 
c
o
m
p
i
l
e
d
 
t
o
 
g
i
v
e
 
y
o
u
 
a
n
 
i
d
e
a

o
f
 
t
h
e
 
t
y
p
e
 
o
f
 
p
o
s
i
t
i
o
n
s
,
 
t
y
p
e

o
f
 
p
r
o
s
p
e
c
t
i
v
e
 
e
m
p
l
o
y
e
r
s
 
a
n
d
 
g
e
n
e
r
a
l
 
s
a
l
a
r
y
 
r
a
n
g
e
 
t
h
a
t
 
y
o
u
 
m
a
y
 
e
x
p
e
c
t
 
a
s
 
o
u

s
e
e
k
 
a
 
p
o
s
i
t
i
o
n

i
n
 
t
h
e
 
A
c
c
o
u
n
t
i
n
g
 
f
i
e
l
d
.

A
l
l
 
t
h
e
 
d
a
t
a
 
i
s
 
b
a
s
e
d
 
o
n
 
t
h
e
 
e
x
p
e
r
i
e
n
c
e
s
 
o
f
 
s
t
u
d
e
n
t
s
 
w
h
o

h
a
v
e
 
t
w
o

y
e
a
r
s
 
o
f
 
p
o
s
t
 
h
i
g
h
 
s
c
h
o
o
l
 
t
r
a
i
n
i
n
g
 
b
u
t

w
i
t
h
 
l
i
t
t
l
e
 
o
r
 
n
o
 
r
e
l
e
v
a
n
t
 
w
o
r
k
 
e
x
p
e
r
i
e
n
c
e
.

M
I
D
D
L
E
S
E
X
 
C
O
U
N
T
Y
 
C
O
L
L
E
G
E
 
G
R
A
D
U
A
T
E
S

T
y
p
e
 
o
f
 
B
u
s
i
n
e
s
s
/
I
n
d
u
s
t
r
y

P
o
s
i
t
i
o
n

S
t
a
r
t
i
n
g
 
S
a
l
a
r
y

N
o
.
 
o
f
 
S
t
u
d
e
n
t
s

1
9
7
0

P
h
a
r
m
a
c
e
u
t
i
c
a
l
 
C
o
.

A
c
c
o
u
n
t
s
 
R
e
c
e
i
v
a
b
l
e

$
4
4
0

1

C
h
e
m
i
c
a
l
 
I
n
d
u
s
t
r
y

J
r
.
 
A
c
c
o
u
n
t
a
n
t
 
C
l
e
r
k

$
4
4
0

1

F
o
o
d
 
P
r
o
c
e
s
s
i
n
g

A
c
c
o
u
n
t
i
n
g
 
D
e
p
t
.

$
5
6
2

1

F
o
o
d
 
P
r
o
c
e
s
s
i
n
g

A
c
c
o
u
n
t
i
n
g
 
D
e
p
t
.

$
5
6
4

1

E
l
e
c
t
r
i
c
 
U
t
i
l
i
t
y

A
c
c
o
u
n
t
i
n
g
 
A
s
s
i
s
t
a
n
t

$
5
6
7

1

W
i
r
e
 
M
a
n
u
f
a
c
t
u
r
e
r

J
r
.
 
A
c
c
o
u
n
t
i
n
g
 
C
l
e
r
k

$
5
8
3

1

T
a
p
e
 
M
a
n
u
f
a
c
t
u
r
e
r

F
i
n
a
n
c
i
a
l
 
A
c
c
o
u
n
t
.
 
T
r
a
i
n
e
e

$
5
8
6

1

T
e
l
e
p
h
o
n
e
 
L
a
b
s

A
c
c
o
u
n
t
i
n
g
 
T
r
a
i
n
e
e

$
6
0
0

1

C
h
e
m
i
c
a
l
 
C
o
m
p
a
n
y

A
c
c
o
u
n
t
i
n
g
 
T
r
a
i
n
e
e

$
6
2
5

1

P
a
i
n
t
 
M
a
n
u
f
a
c
t
u
r
e
r

C
r
e
d
i
t
 
M
a
n
a
g
e
r

$
5
2
9

1

1
9
7
1

H
o
t
e
l

N
i
g
h
t
 
A
u
d
i
t

$
4
7
7

1

F
o
o
d
 
I
n
d
u
s
t
r
y

B
o
o
k
k
e
e
p
e
r

$
4
9
8

1

I
n
d
u
s
t
r
y

A
c
c
o
u
n
t
a
n
t
 
1
1

$
5
7
5

1

B
a
n
k

B
a
n
k
 
C
l
e
r
k

$
4
1
2

1

C
O
M
P
A
R
A
T
I
V
E
 
S
A
L
A
R
Y
 
D
A
T
A

M
C
C
 
A
v
e
r
a
g
e
 
M
o
n
t
h
l
y
 
S
a
l
a
r
y

N
a
t
i
o
n
a
l
 
A
v
e
r
a
g
e

f
o
r
 
M
a
l
e
s
 
w
i
t
h
 
B
a
c
h
e
l
o
r
'
s
 
D
e
g
r
e
e
*

1
9
7
0

$
5
5
7

$
8
1
6

1
9
7
1

$
4
9
0

$
8
5
8

*
T
h
e
 
C
o
l
l
e
g
e
 
P
l
a
c
e
m
e
n
t
 
C
o
u
n
c
i
l
,
 
'
S
a
l
a
r
y
 
S
u
r
v
e
y
"
 
-
 
J
a
n
u
a
r
y
 
1
9
7
1



Possible Entry Level Positions in Accounting Field

Accounting Assistant or Trainee
Auditing Assistant
Junior Accountant
Accounting Clerk
Bookkeeper, as follows:

Budget Clerk
Cost Clerk
Posting Clerk
Credit Analyst

Accounting Graduates of MCC Have Been Hired by the Following Firms Between
1968 and 1971

Allied-Old English Inc.
Alpha Wire Corp.
American Cyanamid
Bankers Trust (N.Y.)
General Dynamics
Holiday Inn
Howard, Listander & Berkower
C. M. Huber Co.

4,M. W. Kellogg
Personal Products (Johnson & Johnson)
Purolator Corp.
Sherwin-Williams Co.
E. R. Squibb
Swift & Co.
Tenneco
Union Carbide
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ecretarial Science Graduates Have Been Employed by the Following Firms
etween 1968 and 1971:

Alcan Aluminum
American Broadcasting Company, N. Y.
American Telephone & Telegraph
Anderson & Company, N. Y.
Applied Logic
Associate Finance Company
Boulhy, Woolson & Guterl
Boy Scouts of America
Bradshaw & Sadafaski
Carter-Wallace
Clarick, Clarick & Miller
Colgate-Palmolive
Del Automobile Products
Eastman Chemical
Eckert & Gatarz, Architects
Ethicon, Incorporated
W.R. Grace & Company
Amerada Hess Corporation
International Business Machines
Johnson & Johnson
lipanpower Agency

erck & Company
Middletown County College
Model Rectifiers
Murray Liebowitz, Architects
N. L. Industries.
Oakite Corporation
Ortho Pharmaceutical
Oxford Chemical
Permacel Corporation
Positive Lock Washer Company
Public Service Electric & Gas Company
Raritan Valley Savings
Royal Apex
Rutgers University
Smith, Miller & Patch
E.R. Squibb
Tenneco Chemicals
Two Guys
United National Bank
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Junior College Student Personnel Programs--Appraisal and
Develo ment. (A Report to Carnegie Corporation, Novem-
ber, 1965. "National Committee for Appraisal and
Development of Junior College Student Personnel Pro-
grams," T. R. Mc Connell, Chairman.

Stanford University Community College Planning Center.
Community Colleges In Urban Settings. Stanford, Calif.:
Wescern Regional Center of Education Facilities
,Laboratories, Inc., 1964.

The Two-Year College And Its Students: An Empirical Repot
(Monograph Two). Iowa City, Iowa: The American College
Testing Program, Inc., 1969.

E. UNPUBLISHED REPORTS

1. Papers

Burns, Ralph E. and I. S. Hackanson. "Creative Job Search
Techniques In Oregon's Community Colleges." Paper
presented at American Perscnnel and Guidance Associaiion
by R. Vance Peavy, March 21, 1967.

Mc Clone) William T. and Kenneth J. Gedzinsky. An Analysis
For A Student Personnel Model in Two Year Institutions
of Higher Education Making the Open Admissions Policy
Viable, (Unpublished paper). The Pennsylvania State
University, The Graduate School, Department of Ed-
ucational Policies Studies, ?august 1971.

Ziegler, Ray A. A Leader's Guide For Group Guidance in
Creative Job Search Techniques. Mimeographed, copy-
right 1962.

2. Microfiche

Ellerbrook, W. L. Placement and Follow-Up Programs in the
Public Junior Colleges of Texas. ERIC report-ED027010.
U. S. Office of Education, January 14, 1969.

Glenn, Mary. Student Placement and Follow-Up Services in
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Possible Entry Level Positions in Marketing Field

Executive (Management) Trainee
Marketing Research Assistant
Advertising Assistant
Customer Relations
Various Sales Positions
Assistant Buyer
Insurance Credit Analyst

Retailing:
Junior Retailing Executive
Assistant Buyer

Assistant Dept. Manager
Executive Trainee
Advertising Assistant
Assistant Fashion Coordinator

Marketing Graduates of MCC Have Been Hired by the Following Firms Bet%-i
1968 and 1971:

Acme Markets
Allstate Insurance Company

dliAmerican Cyanamid
.' American Hospital Supply Company

Anheuser-Busch
Bambergers
Bell Telephone Co. (N.J.)
Bradlees
B. Z. Fashions
DAK Foods, Ind.
Fedders
Friendly Ice Cream
Grand Union
Great Eastern
Kleins
E. J. Korvette
S. Kresge
Marsh & McLennon
Medi-Mart
Merck & Company
Metropolitan Life Insurance Co.
Pathmark
J.C. Penney Company
Pergament
Reichhold Chemical Company

n

Sea, Land Company.
Sears, Roebuck
Selective Service
Spectra Freight Systems
Paul Straub
Supermarkets General Corp.
Teppers Department Store
Unicam Co.
Watson Millwright & Constructiol Co.
Werthein
Whitestone Products Corp.
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Possible Entry Level Positions in Computer Science Field

Itta Analyst
Data Processing Supervisor
Programmer
Computer Operator
Technical Assistant in Business or Industry
Program Coder

Computer Science 1971 Graduates Have Been Employed by the Following
Firms:

Dow Jones
GAF Corporation
Infomed
Johnson & Johnson
Middlesex County College
N. L.,Industries
Rutgers Computer Center
Western Electric
Woodbridge High School
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ossible Entry Level Positions in Liberal Arts Field

MCC graduates seeking employment have been successful in obtaining such
positions as retail sales, secretarial, assistant librarian, teaching -
parochial schools, teller, receptionist, bilingual reservationist,
bookkeeper, clerk, etc. Such positions depend upon evidence of particular
skills demonstrated by the employee, and his or her willingness to accept
a fairly low ($450-$475 per month average) starting salary.

Liberal Arts graduates have been employed by the following firms between
1968 and 1971:

A.I.M. Company
Air Products Company
Allied Chemical Corporation
American Cyanamid
American Telephone & Telegraph
Avery Label Company
Continental Can Company
Donaldson, Lufkin & Jenerette
Eastern Airlines
Esso Research
Great Eastern
liteystone Hospital
tertype Corporation

Johnson & Johnson
Kovacs, Anderson, Horowitz & Rader
Mead Containers
Metropolitan Life Insurance Company
Middlesex County College
Mobil Chemical Company
New Brunswick, City of
N.J. Bell Telephone
Ortho Pharmaceutical
Prudential Insurance
Raritan Valley National Bank
Revlon
Rutgers University Library
Schools - Roman Catholic
Scientific Products
E.R. Squibb
Two Guys
U.S. Postal Service, N. Brunswick
John C. Wiley & Sons, Publishers
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4liossible Entry Level Positions in Electrical Technology Field

Research Assistant
Engineering Assistant
Technical Aide (Research)
Technical Sales Representative
Customer Engineer
Production Technician
Operating Technician

Electrical Technolo Graduates of MCC Have Been Hired b the Followin
Firms Between 1968 and 1971:

American Telephone & Telegraph
Bell Laboratories
Burroughs
Con Edison
Department of Health, Education & Welfare
Microwave Company
Middlesex County College
National Gypsum
N.J. Bell Telephone
Olivetti Underwood

roctor & Gamble
Public Service
Roysox
Sarnoff Research
Techne, Incorporated
Western Electric
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Ossible Entry Level Positions in Mechanical Technology Field

Engineering Technician
Production Technician
Lab Assistant
Lab Coordinator
Machine Design
Quality Control
Mechanical Equipment Salesman

Mechanical Technology Graduates of MCC Have Been Hired by the Following
Firms Between 1970 and 1971:

Atlas Tire Company
Hanco Service
Middlesex County College
N. L. Industries
Public Service
Union Carbide
Western Electric
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"'Possible Entry Level Positions in Biological Technology Field

Biological technology in pharmaceutical firms
Hospital, university, federal and state laboratories

Biological Technology Graduates of MCC Have Been Hired by the
Following Firms Between 1968 and 1971:

American Cyanamid
Baird Atomic Nuclear Lab
Beecham Pharmaceutical
Bell Laboratories
Biodynamics
Celanese Research
Colgate-Palmolive
Johnson & Johnson
Merck & Company
Middlesex County Health Department
Middlesex General Hospital
N. J. Dairy
Novagard Corporation
Ortho Pharmaceutical
4Wathmark

ersonal Projects (J & J)
Piscataway Health Department
Rahway General Hospital
Rutgers Medical Center
Shering Drugs
St. Peters Hospital
Tenneco
Union Camp
Union Carbide
Albert Verley Company
Verona Dyestuffs Company
War: er-Lambert
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Possible Entry Level Positions in the Chemical Field

Chemical Lab Technician
Control Analyst
Pilot Plant Operator
Chemical Sales Representative
Production Supervisor
Research Assistant

Chemical Technology Graduates of MCC Have Been Hired by the Following
Firms Between 1968 and 1971

American Cyanamid
American Smelting Company
Bell Telephone Labs
Esso Research
J. Huber & Company
National Starch & Research Company
Ortho Pharmaceutical
Tenneco
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